Mississippi Department of Information Technology Sevices (ITS)
Procurement Handbook

Title 36: Technology
Part 201: Information Systems Services

Part 201 Chapter 1: ITS Roles in IT Procurement

Rule 201.1: 001-010 Introduction to ITS and Technolgy Procurement

Introduction: The Mississippi Department of Inforiioa Technology Services (ITS) was created
by the legislature to maximize the use and bepéfitformation technology in state government
by promoting full cooperation, coordination, colvesplanning, and maximum compatibility
among all state agencies and institutions of hi¢geaning. State statute establishing ITS and
outlining the duties and responsibilities of themgy is found in Mississippi Code Section 25-
53-1, et seq. Lexis Publishing is the official psitrer of the Mississippi Code, which can be
accessed through the Secretary of State’s website:
http://www.sos.state.ms.us/ed_pubs/MSCodesSummary of ITS statute is found in this
handbook unde®01-050 Summary of ITS
Statute.notes:///86256C94006AC2E0/BF25ABOF47BA5DD 785256408 5SA4/E3824F767E
50C04986256B7D006F335C

The acquisition of information technology for aiht® agencies and institutions of higher
learning (IHLs) is within the scope of the ITS lawd the policies and procedures established in
accordance with this statute. ITS law and policyecdhe procurement of all information
technology hardware, software, and services bg stgéncies and IHLs.

The responsibilities of ITS in the procurementesfitnology for the state of Mississippi include:

« Furnishing customers with technical guidance aststsce in complying with the legal
requirements of state purchasing laws for infororatechnology

« Maximizing competition among technology manufactsi@nd service providers

« Maximizing the compatibility of the State's infortizan resources

« Acquiring complete information technology solutidhat provide the best combination of
functionality and cost

« Leveraging the State's combined purchasing powprawade the best possible discounts

State agencies and institutions of higher learningre required by law to follow ITS

procedures in information technology procuremeni® only statutory exceptions are for any
agency financed entirely by federal funds and &mussitions by institutions of higher learning
made wholly with federal funds. Note that theraasexception for state agency projects that are
federally funded, use grant money, or paid forotizer nontraditional funding models.



For many acquisitions, agencies and IHLs must old@&® approval prior to initiating a
purchase. For other acquisitions, ITS has deldgasponsibility for technology purchases to
the agencies and institutions according to spegifidelines.

Governing authorities (e.g. community/junior colleges, county boardsbervisors, school
districts, municipalities) are not required to liE8 procurement procedures but may choose to
do so as one way of meeting public purchasing reqments.

Public Purchasing Law, Mississippi Code Title 31, Chapter 7, governsghechase of
commodities, non-IT equipment, and travel for ttegesof Mississippi. This law is administered
by the Mississippi Department of Finance and Adstmation, Office of Purchasing, Travel, and
Fleet Management and can be accessed through ¢het&8g of State’s website:
http://www.sos.state.ms.us/ed_pubs/MSCod&S utilizes the provisions of Public Purchasing
Law and DFA/OPT purchasing guidelines 8wle SourceandEmergencyprocurements of
information technology. ITS also works closely WidFA to assist customers and vendors in
interpreting and complying with the provisions ©6land Public Purchasing statutes. To the
extent possible, the staffs of these two orgaromatattempt to keep rules and procedures
synchronized for IT and non-IT procurements.

ThePersonal Service Contract Review Board (PSCRBjoverns the solicitation and selection
of contractual services personnel for personalpntessional services that dot involve
information technology. Please note that IT prafess services provided lyontract workers,

as opposed tmdependent contractors are outside the scope of ITS law and policy and
therefore fall under the guidelines of the Pers@wmakice Contract Review Board. Personal
Service Contract Procurement Regulations can besaed through the State Personnel Board’s
website ahttp://www.spb.state.ms.us

Source: 25-53-1, et seq; 31-7-1 et seq; 25-9-120



Part 201 Chapter 1: ITS Roles in IT Procurement

Rule 201.2: 001-020 Acquisitions within ITS Purview

1.

Information Technology Equipment, Software, andServices:

Section 25-53-3 of the Mississippi Code of 1972raef ITS' authority over the acquisition
of any information technology, computer or telecammisations equipment, electronic word
processing and office systems, or services utilimembnnection therewithncluding, but no
limited to, all phases of computer software andsciting services and insurance on all state-
owned computer equipment. Acquisition of compuotetelecommunications equipment or
services means the purchase, lease, rental, ois@aguin any other manner of any such
computer or telecommunications equipment or sesvidelecommunications equipment,
systems, and related services are defined as thenegnt and means to provide
telecommunications transmission facilities; telaphgystems, including voice processing
systems; facsimile systems; radio paging serveagllite radio, telephone, and dispatch
services; mobile telephone services, includingutaiimobile telephone services; intercom
and paging systems; video telecoefering systems; personal communications netword:
services; and any and all systems based on emegthfuture telecommunications
technologies related to any of these devices oicss.

Please note that, unlike public purchasing law stiatute that defines ITS' purview over
technology acquisitions includssrvices. All technology services, whether for direct,
handsen skills such as application development and netwopport, or for such technolo
consulting services as technology training (bo#isstoom and on-the-job), technology
studies, project management, technology advisdegyrojuality assurance support, and
facilities management, are within ITS purview.

Global Positioning System (GPS) and Navigationewices

The Global Positioning System (GPS) is a U.S. sjmased radio-navigation system that
provides reliable positioning, navigation, and tignservices to civilian users. For anyone
with a GPS receiver, the system provides locatmahtane.

ITS wants to emphasize the fact thatoeshave purchasing purview over GPS and
navigation devices under the following conditions:

When the GPS and navigation capability is integratéo a PocketPC or WinCE product

When the GPS and navigation capability is integr@éo a Palm OS device

When the GPS and navigation capability is integr@téo a Linux PDA device

When the GPS and navigation capability is integratéo a Blackberry

When the GPS and navigation capability is integratéo a smart mobile device running on
the Symbian OS

Electronic Government:

Private companies are offering partnerships wittegkls of government to provide the tc
and resources to implement internet-based seragdusiness solutions (‘Gevernment”
with little or no up-front investment of money kyetgovernment enigs. These compan
use various funding mechanisms to recoup their rsgge and to realize a profit from th
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services. Per an Attorney General Official Opinaeted August 25, 2000, the Attorn
General’s office affirmed that pursuant to statgge, ITS has the authority to establis
procedure requiring the definition of requiremeat&l a competitive contract award for
procurement of E-government services, regardlegbefunds actually paid ujpent by &
state entity.

For purchases iwhich (1) the value of the goods and services edg&80,000 ($25,000 1
projects funded by the American Recovery and Raitmvent Act), (2) there is a competit
market, and (3) there is potential for vendor pgréfom the project, contracts must
awarded based on an open and competitive procesalltvas the state to compare offeri

to obtain the best product, service, and valueanigss of monies paid directly to the ver

by the state entity. The competitive process assiihe state’s requirements are well-
defined, project contracts are negotiated to ptdtexstate’s interest, and the vendor sel¢

is the one with the most advantageous combinafi@ost and services.

The same Attorney General’s opinion also affirmieat state teitute gives ITS the author
and responsibility to establish infrastructure deads for EGovernment that must
utilized and conformed to by all state agenciesiese standards must be incorporated
any specifications for the procurement of B¥&rnment products and services. In addi
E-Government implementations that involve paymentsamf type require the review &
approval of the Department of Finance and Admiatgin.

For any procurement related to E-Government, tliehaser should follow the approval
process detailed iB01-025 Approvals for Internet-based Applicationd &ervices

Internet and Application Service Providers

ITS wants to emphasize the fact that services edféihrough Internet Service Providers

Application Service Providers are subject to IT®might. These services include bui

technology evolves, are not limited to the follog/examples:

Internet access and related services packaging

applications and database hosting/processing,dmuApplication Service Provider (ASP)
and Software as a Service (SaaS) models

website development, content management and hosting

email hosting; equipment co-location services

data back-up and recovery services

disaster recovery services

business continuation services

network operations center services

electronic payment processing

systems and security administration

line of business outsourcing such as electroniervasions management, help desk and/or
license sales

related outsourced IT services

Printers/Copiers:
ITS has jurisdiction over the procurement of statahe and networked printers, while the



Department of Finance and Administration (DFA),iGdfof Purchasing, Travel, and Fleet
Management is responsible for the purchase of capi&s multifunction devices have
become available, the line between equipment uAd&purview and equipment under OPT
purview has become less distinct. ITS and DFA itoorthis technology convergence anc
impact on the ITS and DFA customers and procuremgntoach.

Customers may purchase devices whose primary migicopying from DFA state
contracts. If the device purchased from the DFAtiaet will be networked and the total
purchase price is over $250,000 (or if the totastdor the term of a lease is over $250,000),
the customer must submit an Exemption Requesif®rapproval. This process ensures
ITS is aware of large network print device purclsase

Devices that are purchased to function primarilpetsvork or stand-alone printers may be
procured through the ITS Express Products List (ER®lthrough a procurement request to
ITS.

. Document Imaging and Management:

Document imaging and management systems scan, stoes, and retrieve documents and
other business data electronically. Documentsaneerted to digitized images, typically
via a document scanner. Standard components aht&t management systems include
document capture, document storage and archivowyrdent indexing and retrieval,
document exporting capability, and security to ecotdlocuments from unauthorized access.
Document imaging and document management, inclugandware, software, imaging
services, and/or any other related consulting sesyiare within the purview of ITS.
Equipment and services for analog methods of da#éging and retrieval, such as microfilm,
are not within ITS purview.

Management Consulting Contracts:

Procurements of consulting services for a studyithtéhe initial phase of an application
development project, for functional or conceptyaitems design, data modeling, network
design, network security, and technology infragtrreerecommendations are examples of
consulting contracts that require ITS approvalhétonsulting studies, such as business
process reengineering, process analysis, and genanagement studies, may fall under the
purview of ITS or of the Personal Services ContRetiew Board (PSCRB), depending on
the specific project deliverables. If the stugyisnary focus is technology, the services
should be procured through ITS. If the primary d&iable from a management consulting
contract is a report in which recommendations dfit®logy are included but are not the
primary component, the services may be procureauthir ITS or the PSCRB, at the
customer's discretion. If the customer is uncendiether ITS approval is required for a
specific project, the customer may contact the PF&urement Help Desk at (601) 4326€
and/or may submit an Exemption Request to ITS faitem documentation that the specific
project does not require ITS approval.

Regardless of the procurement mechanism usedm@ra@gement consulting contract, once
the customer is ready to proceed with technologghmases based on recommendations from
a consulting study, including the study report with technology procurement request is



beneficial to both the customer and to ITS and$ekpedite the purchasing process.

8. Donations and Gifts of Information Technology:

Recipients of donations and gifts of older inforioatechnology near or at the end of tl
life-cycle should assess the cost of the items recaivadrms of usefulness relative
newer technology. Many older technology items mr@re costly to uninstall, reloca
reinstall, operate, and maintain than new equiproétiie same type.

A donation or gift requires ITS approval if the tosf installing, operating, and support
the equipment exceed amounts delegated to theieetipnder theéDelegation of Approvi
Procedure ITS will be glad to assist in assessing the eabd donations and gifts
information technology on request.

9. Other Examples of Procurements Under ITS Punaw:
Equipmentor services for a specialized application whosenary function or purpose
other than information technology and for which amnputerchip or telecommunicatio
component is secondary or incidental to the equiimerimary function are outside 1
purview of ITS.

See001-030 Exceptions to ITS Purviewor a list of some specific items that do not riegu
ITS approval and for instructions on obtaining aenétion regarding ITS purview for a
specific procurement.

Source: 25-53-3; 25-53-151



Part 201 Chapter 1: ITS Roles in IT Procurement

Rule 201.3: 001-025 Approvals for Internet-based Agications and Services
(State Agencies)

E-government applications and services requiret@aaadil review and approval by ITS and by
DFA (in contrast to traditional software applicats) Because of the multiple costing models
used by vendors for e-government applications, elkas the necessity for ensuring appropriate
security for all public-facing applications, therm@l ITS procurement delegations to agencies
do not apply for these types of acquisitions. ddiaon, DFA must approve and schedule any

implementations that involve payments.

Agencies planning to acquire e-government softwaigervices should follow this checklist
during the planning process. Preparing and suingithe information packet outlined in the
checklist will ensure the acquisition has receiseglired DFA and ITS reviews and approvals
and help prevent delays in the implementation efrtbteded services. Please submit the
following information to both ITS and DFA at le&@8 days prior to the procurement of the

products or services. Additional time (120-180ysjawill be required for more complex

projects or applications. Requests that are naoihsted within the prescribed timeframes are

subject to expedited processing charges from Bidshand DFA.

PLEASE NOTE: AIllITS and DFA approvals are specific to thejpo, scope, and contract
term outlined in the request. Revisions to scegtension of contract or hosting terms, addition
of functionality (including adding or changing pagnt services), additional expenditures, and
other changes to the project or to the vendor ageeérequire submission of an additional
approval request. Approval of a specific applicatoy DFA and ITS does not imply approval of
future applications within the same applicatioraoross application models. Additionally, all
approvals by DFA and ITS of waivers from the Staeiterprise requirements are time-limited
and may be revoked at any time if required to mtdtee substantial interests of the State.

Steps:

1. Define and document functional requirements.

2. Determine and document all payment methodsnhiabe accepted: (Visa debit/cred
MasterCard debit/credit; Amex; e-check; other).

3. Determine and document all payment servicedeteéonline; in person: counter;
point-of-sale, ACH).

4. Complete the following checklist to determihadditional documentation and

justification are required: (provide complete exylton, justification, and proposed
technology and environment related to any questi@d below that cannot be answel
Hyesln).

a. Hosted at the State Data Center? If not, deoaicopy of the hosting company’s

security policy, disaster recovery plan, afftip@irty financial audit if vendor is known.

[Alternately, this requirement will be incorporatiedio the competitive procurement

process.]

—
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b. If hosted at State Data Center: Verificatioattapplication utilizes software
products and versions supported at the State Dettée€? Attach verification form
signed by State Data Center representative tadhisest.

c. Payments made via State’s Enterprise Paymegin&n If a waiver is to be
requested, this request as documented in the DRAIddrative RulePayment by
Credit Card or Other Forms of Electronic PaymenSiate Agencieshould be
included in the submittal.

d. Application will use the State’s Enterprise P&yt Interface Component (EPIC) fpr

payment processor interface?

5. If not hosted at State Data Center using $tateterprise payment system and
processor, determine PCI DSS compliance requiresrientand responsibility. Providg
a copy of most recent PCI audit from the proposestihg and/or payment vendor if
known. [Alternately, this requirement will be inparated into the competitive
procurement process.] (Note: If hosted at State Qanter, using State’s Enterprise
Payment Processor and Enterprise Payment Intetfangonent, ITS will certify PCI
compliance.)

6. Document anticipated fee structure, includi@Eee. If requesting waiver of the
EOC fee or if requesting to absorb EOC fee on enstts behalf, include letter from
agency executive outlining that request.

7. Determine and document procurement approach:

a. Document anticipated lifecycle cost to agency.

b. Document anticipated lifecycle cost to consumer

c. If total of a+b above is above quote threshmitless than bid threshold, obtain 2
written quotes and provide copies to ITS (Or regtlest ITS obtain the quotes as p4
of the procurement approval process).

d. If total of a+b above is above bid thresholsmplete ITS competitive procuremer
form, exemption request form, or sole source form.

8. Submit all documentation to both ITS and DFA.

Source:

25-53-151



Part 201 Chapter 1: ITS Roles in IT Procurement
Rule 201.4: 001-030 Exceptions to ITS Purview

State statute governing ITS provides for some §ipesiemptions from ITS purview and also
allows ITS to establish policies and proceduresifdegating bidding and contracting
responsibilities for IT procurement to the purchgshigency.However, ITS is not authorized
to exempt any purchase from applicable state statat including but not limited to the
competitive bid requirement.

Section 25-53-25 (1) of the Mississippi code exekidny agency financed entirely by federal
funds from ITS purview. Section 25-53-25 (3) exida the following acquisitions from ITS
jurisdiction: "Acquisitions of computer equipmearid services by institutions of higher learning
or junior colleges wholly with federal funds and meth state general funds...." This code
section specifically states, however, that thesgiigdions are NOT exempt from public
purchasing laws. Please note that neither of tbede sections exempts acquisitions made by
state agencies with federal funds from ITS purvismiess the entire agency is federally funded
and has no general or special fund budget.

Section 25-53-25 (2) of the Mississippi code giVeES the authority to delegate purchasing
responsibility and is the basis for the ExemptiDalegation of Approval, and Planned Purchases
Procedures.

Equipment, software, or services for a specialegglication whose primary function or purpose
is other than information technology and for whiahy IT functionality or component is
secondary or incidental to the equipment’s prinfanction are outside the purview of ITS.

ITS maintains a partial list of items and serviamut which frequent questions are asked
regarding ITS purview. The list is not exhaustwel is updated as new situations arise.

The following procurements do not require ITS approval. Because of potential impact on
technology infrastructure, notification to ITS is required in some cases, as noted below:



Product:

Examples:

Specialized medical or scientific products
whose primary purpose is other than
information technology

Spectrophotometers/spectrometers

CT and other medical scanners

Equipment for performing lab tests or analys

Automated weather stations and monitoring
devices

Intelligent Medication Dispensers

Computer supplies

Laser and magnetic media
Printer toner cartridges
Computer paper

Computer furniture

Computer desks
Computer cabinets

Computer accessories

Printer paper trays
Envelope feeders
Power strips
Surge protectors

Technology Reference Manuals: hardcopy d
electronic

tser manuals
Technical manuals

Electronic or online publication of state-
published documents (static, without
functionality)

Annual reports
Policy manuals
State's "Blue Book"

Online Research or Educational Material
(standard "off the shelf" delivery static
information without customized or interactiv
functionality)

Electronic magazines
Electronic databases: Lexis/Nexis, Westlaw
e Solinet

Electronic textbooks or reference material

Radio/TVbroadcastor reception equipment
(i.e. one-way transmission)

Equipment needed to create, edit, and/or
broadcast audio/video programming

Cable television

Satellite dishes for receipt of television
broadcast programming (Note: Satellite
transmission and reception systems for
providing communication facilities DO fa
within ITS purview.)

Radar equipment

Microfilm and other analog image storage
media

Microfilm/microfiche viewing and duplicating
equipment

Microfilm cameras

Digital indexing systems for analog storage
media

Digital cameras and self-contained surveilla
equipment

NOTE: Surveillance systems for which devig
have assigned IP addresses or have a netw
connection DO fall within ITS purview

erveillance cameras
Video monitors

es

ork

Services:

Examples:

Vendor-independent Advisory / Research

Gartnertss&ubscription

1
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Subscription Services: (Prior approval not
required. Supply ITS with a copy of any
supplement to an ITS Master Agreement

Giga Advisory Service Subscription

Technology products or services provided b
one Mississippi agency or institution for
another. These types acquisitions are
specifically exempted from the bid requirem

per Mississippi code Section 31-7-13 (m) (vi)).

Notify ITS during the planning phase for any
acquisitions having market value above the
currentDelegation of Approval limitsin
addition, please provide ITS with a copy of
any contracts or agreements executed for
agency-to-agency acquisitions immediately
upon execution.

Note: If the acquisition commits the state
entity to expenditures with any private
companyin an amount above the current
Delegation of Approval limits, the acquisitior
is NOT exempt from ITS purview.

y he Mississippi EDNET Institute
Mississippi's public universities

State agencies

Bifte John C. Stennis Institute of Governmen

Technology products or services furnished t
state entities by other governmental entities
instruments or by peer or affiliated

organizations. These types acquisitions are
specifically exempted from the bid requirem

per Mississippi code Section 31-7-13 (m) (vi)).

Notify ITS during the planning phase for any
acquisitions having market value above the
currentDelegation of Approval limitsin
addition, please provide ITS with a copy of
any contracts or agreements executed for
agency-to-agency acquisitions immediately
upon execution.

Note: If the acquisition commits the state
entity to expenditures with any private
companyin an amount above the current
Delegation of Approval limits, the acquisitior
is NOT exempt from ITS purview.

f-ederal agencies: EPA, USDA

BASHTO (American Association of State
Highway and Transportation Officials)

Public universities

{Dounterpart agency from another state

Technology services provided bgntract
employeesdesignated according to the
agency’s determination under the guidelineg
the Internal Revenue Service (IRS)
Questionnaire for Classification of Contracty

of

al

Personnel.(Note: IT services provided by

1
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independent contractors DO fall under the
purview of ITS).

ITS customers should procure the items or senlisesi above in compliance with the
regulations of the Department of Finance and Adstriation Office of Purchasing, Travel, and
Fleet Management or the regulations of the Pers®ealice Contract Review Board, or local
purchasing requirement$ applicable. However, if it is appropriate anelstable to procure an
item from the above list in conjunction with a tkey information technology procurement, the
item may be included with that acquisition unde® [furchasing statute and procedures.

Even if the item being purchased is not listed &)dVS approval may not be required if the
equipment or service is for a special purpose dtiaar information technology.

When uncertain about a specific procurement, pleastact the ITS Help Desk at (601) 432-
8166 to determine whether ITS involvement is regpliir To obtairwritten verification from
ITS of whether ITS approval is required for a spe@cquisition, please submit a letter or e-
mail to: Information Technology Services - ISS7B3Eastwood Drive, Jackson, MS 39211,
projects@its.ms.govUpon ITS staff review of the exemption requéste ITS staff concurs
that the procurement is not within the scope of laW@policy/procedure, the ITS Executive
Director will write a letter or memo to the requegtagency/institution specifying that the
acquisition does not fall within ITS purview. Nd*€l Acquisition Approval is issued or
required. The agency/institution may proceed withprocurement in compliance with
applicable laws.

Source: 25-53-25: 31-7-13

12



Part 201 Chapter 1: ITS

Roles in IT Procurement

Rule 201.5: 001-050 Summary of ITS Statute

Sections 25-53-1 through 25-53-191

Category/Code Section

Purpose of ITS:

25-53-1

To maximize the use and benefit of information rextbgy by
promoting full cooperation, coordination, cohesplanning, and
maximum compatibility among all state agencies iasttutions of
higher learning;

Purview of ITS:

State Agencies (Exception: agency financed entbglfederal funds)
Institutions of Higher Learning
Other political subdivisions on request

Procurement

Authority, Duties, & Responsibilities

Business Area: Information Systems Services (ISS)
Scope All information technology (including telecommuattns) hardware, software, and

services

Category/Code Section

Responsibilities:

25-53-5 (d)

Maximize competition among manufacturers;
Maximize compatibility among information systems;

25-53-21 (f) Serve as purchasing and contracting agent fortgte for all IT
hardware, software, and services;
Receive and review all requests for the acquisibbiT hardware,
software, and services;
Approve or disapprove all requests for the acqoisiof IT hardware,
software, and services;
25-53-5 (0) Award contracts to the lowest and best biddery alégermining the

lowest and best of the proposals submitted;

25-53-5 (k); 25-53-21 (1

Approve all contracts for technology hardware,\safe, and
services;

25-53-21 (f)

Execute all contracts for technology hardware vearfé, and
services;

Authority:

25-53-5 (d)

Require the use of common computer languages;

25-53-21 (e)

Require the renegotiation, termination, amendmangxecution in
proper form and according to established poligigies, and
regulations, of all contracts for the acquisitidnohardware,
software, or services;

25-53-25 (2)

Develop policies for delegating bidding and cortirar

responsibilities to the purchasing agency;

13




la. Procurement: Telecommunications- Specific
Scope:All requests by state agencies for the purchaseage of telecommunications systems or
services including telecommunication proposalgjissiand consultation contracts, and intra-
LATA and inter-LATA transmission channels

Category/Code Section Responsibilities:

25-53-111 (h) Establish and define telecommunications systemsandces
specifications and designs so as to assure conijpatih
telecommunications systems and services withie gfavernment and
governing authorities;

25-53-111 (1) Develop policies, procedures and long-range planthe acquisition
of telecommunications systems;
Authority:
25-53-111 (g) Review, coordinate, approve or disapprove all retputor

procurementthrough purchase or least, of telecommunicatiostesyy
or services, including telecommunication proposstisdies and
consulting contracts and intra-LATA and inter-LATrRnsmission
channels;

25-53-109 (c) (iv) Manage specification writing, bid letting, proposahluation, and
contract negotiations for telecommunications systand services;

2. Technology Oversight, Standardization, and Ope&tions
Business Areas: Strategic Services, Telecom Seng¢c®ata Services
Scope:Cooperation between state agencies for the pufosificient IT operation

Category/Code Section Responsibilities:

25-53-5 (1) Acquire and operate technology to provide servioestate agencieg

when, in ITS’ opinion, such operation will provideaximum

efficiency and economy in the function of any ageocstate
government as a whole;

25-53-21 (a) Conduct continuing studies of all information teolugy activities
carried out by all agencies;

Develop a long range plan for the efficient andneenical
performance of all information technology activiti|e state
government;

25-53-21 (a), (d) Implement the long range technology plan as itiapgb ITS and

ensure that the over-all technology direction oetl in the plan is

implemented by all state agencies;

14



Authority:

25-53-5 (g) Provide for the development and require the adopifcstandardized
computer programs;

25-53-5 (i) Specify organizational structures within state agesirelating to
information technology operations;

25-53-21 (c) Inspect the IT operations of any agency as necgssar

25-53-21 (d) Decide all questions of the division of the cosinébrmation
technology operations among the agencies;

25-53-21 (g) Shall suggest and cause to be brought about caapebetween the

agencies anahstitutions in order that work and/or equipmenbing
agency may be made available to another agency;

Effect any improvements necessary for the purpbgard or
cooperative IT operations;

25-53-29 (1) (C)

Inspect agency facilities and equipment, intervagency employee
and review records at any time deemed necessatlydqrurpose of
identifying cost-effective applications of techngyo

U

25-53-29 (c)

Issue management letters to agency heads folloWingspections,
with cost estimates and recomandations concerning staff reductiq

other monetary savings, and improved delivery ofises;

2a. Technology Oversight and Standardization: Telecommmications- Specific
Scope:All telecommunications systems and networks usestéie agencies

Category/Code Section

Responsibilities:

25-53-105

25-53-105

25-53-109 (b)
25-53-109 (c)

25-53-111 (a)

25-53-111 (b)

25-53-111 (d)

25-53-111 (e)

25-53-111 (f)
25-53-111 (i)

Coordinate and promote efficiency in the acquisitioperation and
maintenance of all telecommunications systems ahgdarks used
by agencies of the state;

Coordinate the compatibility of systems and netwarkthe state with
those of governing authorities to promote a unifocompatible
telecommunications system for agencies and govgrnin
authorities;

Provide more effective management of state teleconirations
resources and implement long-range plans and peoeant;

Manage, plan, and coordinate all telecommunicatsyssems under
the jurisdiction of the state;

Establish and coordinate through state ownershgoomercial
leasing all telecommunications systems and sendffesting the
management and operations of the state;

Act as sole centralized customer for the acquisitimlling, and recordg
keeping of all telecommunications systems or ses/mrovided to
state agencies through lease or purchase;

Offer or provide transmission, switch and netwagkvgces on a
reimbursable basis to agencies financed by fediends, to
governing authorities, and to other governmentahages;

Approve or provide state telephone services omnalngrsable basis t(

=4

full-time students at state institutions of highearning and junior
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25-53-111 (j)

25-53-111 (K)

25-53-111 (1)

colleges;

Develop coordinated telecommunications systemgmwices for all
state agencies;

Provide a continuous, comprehensive analysis arehtory of
telecommunications costs, facilities and systentkiwistate
government;

Promote, coordinate or assist in the design antheagng of
emergency telecommunications systems, includingnbutimited
to 911 service, emergency medical services and ethergency
telecommunications services;

Advise and provide consultation to agencies ancgorng authorities
with respect to telecommunications management pignn

Develop policies, procedures and long-range planthe use of
telecommunications systems;

Authority:

25-53-100 ()

25-53-109 (c) (i)

25-53-109 (c) (ii)

25-53-109 (c) (iii)
25-53-109 (c) (V)

25-53-109 (c) (vi)
25-53-109 (c) (vii)
25-53-111 (c)

25-53-111 (f)

25-53-119

Form an advisory council of persons with experéisd experience in
telecommunications for the purpose of setting gatablishing
long-range plans and policies, and overseeing asidtang in the
procurement of telecommunications equipment andcsss;

Administer telecommunications systems, includingrdmation of
activities, vendors, service orders, and billingdmel-keeping
functions;

Plan new systems or services;

Design replacement systems;

Supervise the implementation of new systems andioggupport;

Implement long-term state plans;

Manage intra-LATA and inter-LATA networking;

Charge respective user agencies for their propwteocost of the
installation, maintenance and operation of thectal@nunications
systems and services, including the operation 8f IT

Require cooperative utilization of telecommunicati@quipment and
services by aggregating users;

Sole authority and responsibility, within the coastts of this statute,
for defining the specific telecommunication equipteystems
and services to which this statute is applicable.

3. Training Business Area: Education Services

Scope:Training programs for employees in information teallogy positions and end-users of

technology

Category/Code Section

Responsibilities:

25-53-5 (Q)

Establish training programs for state agency persin

25-53-29 (d)

Conduct classroom and onsite training for enerausf applications
and systems
and for IT professionals;

25-53-111 (K)

Provide training to users within state governmant i
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telecommunications technology and system use,; |

4.

in statute

Reporting Business Area: Strategic Services
Scope:Any information that may be required for carryingt the purposes of ITS as established

Category/Code Section

Responsibilities:

25-53-21 (c) Ensure all reports required of the agencies todiéSpromptly and
accurately made;
25-53-21 (d) Together with the heads of agencies, prepare aacliex cooperativ

plans for the acquisition and operation of IT equant;

25-53-29 (1) (b)

Publish written planning guides, policies and pthoes for use by
agencies and institutions in planning for IT;

25-53-29 (2)

Annually issue a three-year master plan recomme@rstatewide
strategies and goals for the effective and efficiexe of information
technology and services in state government, imetucecommende
policy actions;

25-53-29 (3)

Produce ITS annual report for the Governor anddlatyire;

Authority:

25-53-5 (i)

Require documentation of information technologygeatures utilizeq
by agencies;

=

25-53-29 (1) (b)

Require agencies to submit information on IT ineent staffing,
systems planned, and any other information neealetthé state
master plan;

25-53-111 (1) Require all state agencies to submit a long-raae for the use of
telecommunications equipment, systems and services;
25-53-21 (d) Report to the ITS Board any failure on the paramy agency to carr|

out the provisions of cooperative plans;

5. Consulting Business Area: Information Systems ®édces; Telecom Services; Data Services
Scope:Planning, consulting, project management, systamdgarformance review, system
definition, design, application programming, traig development and documentation,
implementation, maintenance and other tasks witierresources of ITS, for agencies,
institutions, political subdivisions, and other govmental entities, on a fee basis

Category/Code Section

Responsibilities:

25-53-29 (2)

Provide a high level of technical expertise for gament entities;

25-53-29 (1) (€)

Provide consulting services to agencies and intits or
governmental subdivisions requesting technicaktesce

Authority:

25-53-29 (1) (e)

Submit proposals and enter into contracts to pesetvices to
agencies, institutions, or governmental subdivisjon

25-53-29 (4)

Charge fees to agencies and institutions for seswiendered to them;

25-53-29 (6)

Contract with firms or individuals to augment trensulting staff to

ensure timely completion of tasks;
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6. Additional Requirements of State Agencies:

Category/Code Section

Responsibilities:

25-53-113

Give full cooperation to ITS in furnishing all imMfmation of any kind
as it pertains to telecommunications;

25-53-115 No agency shall rent, lease, lease/purchase, mecbain any way
own or pay for the operation of any telecommunaraisystem out
of any funds available for use by that agency witttbe written
approval of ITS.

25-53-117 No agency shall obligate the state to any vendoafo

telecommunications system of any kind. All trarigaxs dealing wit
a telecommunications system shall be conductedigiwdéTS and any
vendor found in violation of this policy may be pioited for bidding
for up to 24 months.

Source: 25-53-1, et seq
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Part 201 Chapter 1: ITS Roles in IT Procurement
Rule 201.6: 001-060 Index to ITS Statute

Index to ITS Statute: Sections 25-53-1 through 253-191
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Where is it in ITS Statute?
Advertising: 14 day minimum 25-53-5 (o
Advisory Committee (IRC) 25-53-5 (p)
Annual Report 25-53-5 (0)| 25-53-29 (B)
Bid: Definition: includes RFPs, other instruments| 5-53-3 (Q)
Bid Limit: Link to 31-7-13 (c) in public purchasing25-53-5 (0)
Board: Bond 25-53-7 (2)
Board: Duties & Responsibilities 25-53-5
Board: Membership 25-53-7 (1)
Board: Monthly Meetings 25-53-11
Board: Minutes 25-53-17
Board: Per Diem 25-53-9
Board: Quorum 25-53-13
Board: Votes: liability for 25-53-15
Bond: Executive Director 25-53-19
Cellular: See Wireless Communication Devices
Charges: See "Fees"
Chief Confidentiality Officer 25-53-21 (h
Community Colleges: Federal funds exempted 25-58325
Community Colleges: Special needs 25-53-5 (b)
Compatibility: Maximizing 25-53-5 (d)
Competition: Maximizing 25-53-5 (d)
Consulting Services 25-53-29 (125-53-29 (1)
(a) (e)
Consulting Services: Highly qualified staff 25-89-(5)
Consulting Services: Contracting for staff 25-53-29 (6)
augmentation
Consulting Services: Escalate positions 25-53829 (
Consulting Services: Fees 25-53-29 (4)
Contracting Agent: Executive Director as 25-53-P1|(
Contracts: Approving 25-53-5 (k)
Cooperation between state agencies 25-53-21 (dp32ZEL (g)
Definitions 25-53-3
Delegating Contract Approval to Executive Direct®5-53-5 (k)
up to $ Limit
Delegating Procurement Responsibility to Agencjes-53-25 (2)
Disposal of Equipment 25-53-5 (c)
Documentation of IT Procedures of an Agency 25-38-5
E-Government 25-53-151
Escalated Positions 25-53-107(2553-29 (5)
Executive Director: Bond 25-53-19
Executive Director: Duties 25-53-21
Executive Director: Hiring staff 25-53-19
Executive Director: Selection and qualifications -2519
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Federally Funded Agencies Exempt from ITS 25-53495
Fees: ITS Revolving Fund 25-53-5 (r
Fees: RFPs and other documents 25-53-5 (d)
Financial Disclosure: Board and Executive Direct@b-53-7 (3)
GIS: Delivery system infrastructure 25-53-5 (9)
GIS: Warehouse 25-53-5 (s)
GIS: Coordinating Council for GIS/Remote SengRigr53-201
Established
IHL/Community Colleges: Federal funds exempted 3525 (3)
IHL/Community Colleges: Special needs 25-53-5 (b)
Information Confidentiality Officers 25-53-51--59
Legislative Advisors 25-53-7 (4)
Limitation of Liability 25-53-21 (e)
Local Governments: Assist with IT Plans 25-53-5 ()
Lowest and Best 25-53-5 (0)
MESC: Exempt from ITS (federally funded) 25-53-2%
Negotiating within Terms of Specifications 25-53h
Open and Competitive Specifications 25-53-5 (p)
Operate Computer Equipment: Maximum efficien2$-53-5 (1)
& economy
Organizational Structures 25-53-5 (i)
Pilot Projects 25-53-5 (q)
Plan: Issue 3-year master plan annually 25-53-29 (2
Planning Guides and Policies 25-53-29 (1)
(b)
Private Sector: Services to nonstate entities 25-63
Procurement: $ limit for bid 25-53-5 (0)
Procurement: General rules 25-53-5 (0)
Protests 25-53-5 (n)
Public Purchasing Law 25-53-5 (p
Reject All Bids 25-53-5 (0)
Reporting by Agencies to ITS 25-53-5 (h
Rules and Regulations: Establishing and publish|#§-53-5 (j)
Rules and Regulations: Reporting 25-53-5 (h)
Sole Source (General Reference: 25-53; Specifig23563-5 (p) | 31-7-13 (m)
7) (viii)
Specifications: Open and competitive 25-53-5 (p)
Staff: Hired by Executive Director 25-53-19
Standardized Computer Programs: Requiring 25-59-5
Telecommunications 25-53-101+
125
Telecommunications: Charge user agencies 25-53-111 (c
proportionate cost
Telecommunications: Equipment support contragts-52821

21




Telecommunications: ITS as sole centralized [25-53-111 (bp5-53-115 | 25-53-117

customer

Telecommunications: Procurement scope 25-53-1125$%3-115

Telecommunications: Escalate positions 25-53-107 (2

Telecommunications: Procurement 25-53-128  25-53(@13

Title of Equipment 25-53-5 (c)

Training 25-53-29 (1)| 25-535 (g)25-534111 (k
(a) and (d)

Wireless Communication Commission 25-53-171

Wireless Communication Devices 25-53-191

Source: 25-53-1, et seq
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Part 201 Chapter 1: ITS Roles in IT Procurement

Rule 201.7: 001-070 Index to Attorney General Opions

Opinion Date

AG DOC
Number

Requestor, if
other than
ITS

Subject

Opinion
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August 20, 2010
2010-

ITS Responsibilities in
purchase of GIS by local
governments

ITS' role under 25-58-1 (4) is NOT formal

proposal evaluation and recommendation of

lowest & best proposal. ITS is responsible
reviewing proposed solutions with the veiw
leveraging previous expenditures.

for
of

May 15, 2009
2009-

Local zoning ordinances and
Towers for MSWIN

Government entities are subject to municipg
and/or county zoning ordinances aimed at
public safety;

A municipality or county may not enact an
ordinance that would prohit the WCC fro
fulfilling its statutory obligations;

A municipality or county has an obligation t
grant such exceptions to their ordinances a
necesary to permit the WCC to fulfill its
statutory obligation of implementing a
statewide wireless communication system.

O

A

September 22, 200

fCooperative Purchasing

ITS may adopt rules and procedures for

pnts

ate.

2006-0457 Agreements submitting cooperative purchasing agreemsg
for approval by DFA to be utlized by ITS on
behalf of agencies and institutions of the st:

May 5, 2006 Cooperative Purchasing DFA may adopt as its own purchase

2006-00159 Agreements agreements the cooperative agreements

DFA developed by other states and local
governments

April 14, 2006 ITS Board: Holdover in office| ITS code does notypde any authority for at

2006-00125 ITS board member todhd over in office until

successor is appointed.

—

January 25, 2006
2006-0030
DFA

Contract Clauses: Indemnity
and related matters

Absent express or implied authority, an age
cannot indemnify or hold harmless a contra
for liability arising from the contractor's
performance or negligence; State may
affirmatively acknowledge its potential liabil
under the Tort Claims Act; Limitation of
liability provisions are unenforceable excep
one instance in which Legislature has provi
express authority to ITS Executive Director

ncy

Lin
ded

November 30, 200
2004-0572

“Cooperative Purchasing
Agreements

ITS has the authority to establish reasonab
rules, regulations, and procedures to effect
utilization of cooperative purchasing

agreements as provided in Section 31-7-13
(xxix) for information technology purchases

e
the

(m)

August 22, 2003

2003-0411

Tunica County
School District

Unsealed Bids and Other
Irregularities or Technical
Deficiencies

Irregularities that can be waved generally

have the following characteristics:

Mandatory statutory provisions are not
violated.

Irregularity does not in any way destroy the

24



competitive character of the bid.
Irregularity has no effect as to the amount
the bid.
Irregularity does not give one bidder an

advantage or benefit over other bidders.

Sealed bid requirement is statutory and
cannot be waived.

A domestic corporation must be duly
incorporated and in good standing with the
Secretary of State’s office to be awarded 3
bid.

May 16, 2003
2003-0203

Purchase of MS EdNet
Services by State Agencies

ITS can include EdNet services in the
category "“technology services furnished tq
state entities by other governmental entitie
thus exempting these acquisitions from the

requirement for competitive bids (MS Code

Section 31-7-13(m)(vi)) and from ITS
approval (ITS Procurement Handbook)

7

14 g

October 4, 2002
2002-0534

April 12, 2002
2002-0153

March 16, 2001

ITS Purview over
Community Colleges

10/4/02: Only IT equipment purchased by
Community Colleges using funds from locza
tax levies are under ITS purview;

4/12/02: Expenditures of tax proceeds by
Community Colleges for IT purchases are
under ITS purview;

3/16/01: Community Colleges, as agencies

al

5 of
W.

2001-0139 local government, are not under ITS purvie
December 15, 2000insurance Requirement for | $1 million insurance requirement does not
2000-0684 Public Works Contracts apply generically to IT projects, but could

apply to specific contracts, such as outside
cabling plants

August 25, 2000
2000-0442

E-Government Business
Models and Bid
Requirements

ITS can establish infrastructure
standards that must be utilized by all
agencies.

ITS can require competitive award for
e-government services, regardless of
the dollar amount.

The selling of advertising on the state’s
websites is not permitted without
specific statutory authority; ITS can
approve contracts funded by
commercial ads on a vendor’s web
site.

ITS cannot approve fee-added internet
services as the ONLY way in which
citizens can conduct business with a

state agency.
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An agency cannot sell its records for a
profit; an agency cannot authorize
any entity to be the exclusive
recipient or provider of public data.

June 20, 2000 Online Services for County | The AG’s office strongly encourages
2000-0270 Governments competitive bids for acquisition of web-
Hinds County based e-government services by counties

S

although advertising for bids is not require
Counties are authorized to charge
consumers a user fee for e-government

services;
December 10, 1999Grants of Obsolete Computéribrary Commission cannot loan or assign
1999-0573 Equipment to Nonprofit computer equipment except to governmental
Library Organizations entities but may loan or assign equipment tp
Commission such nonprofit community centers as may

qualify as libraries. Commission can define
as a library any Mississippi organization
providing a service to the public that is being
provided by a significant number of
recognized libraries in the US, including
providing computers for public access for
research and Internet access.

June 12, 1998 Dollar Threshold for Narrowinterpretation of MS Code
1998-0342 Competitive, Advertised Section 25-53-5(p), ITS use of
Bids law/regulations governing DFA-OPT

(public purchasing); ITS cannot use
DFA-OPT bid limit of $10,000; (Note:
ITS statute amended in 1999
Legislative Session to tie bid limit
directly to limit in public purchasing

law.
May 29, 1998 Disclaimer of Implied Vendors can limit or disclaim implied
1998-0288 Warranties warranties in offering computer hardware

and software to the State through ITS; ITS
can, however, require implied warranties of
merchantability and fitness for a particular
purpose in any RFP.

June 20, 1997 Use of State Information Is it legal for a non-public entity to connect
1997-0362 Technology Services by to the compressed video backbone network
ITS and State Boa| Private Entity and deliver educational and training services
of Community to their constituents? Opinion reiterates
and Junior 5/10/96 opinion below.
Colleges
May 10, 1996 Access to State-Provided | State owned technology services can be used
(not online) Technology Resources by a private entity only when (1) such

(Internet access via an IHL’$ services are not readily available otherwise in
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frame relay connection) by
Parochial School

the state; and (2) the nonstate entity pays
charge not less than the prevailing rate for
similar services charged by private
enterprise.

D

September 13, 19¢

DEtate Agency’s Right to

Sale is permissible in exchange for fair val

er

1994-0588 Transfer Ownership of Contract must determine ownership of the
Developed Software to software. Software belongs to the develop
Vendor in the absence of contract language to the
contrary.
June 6, 1994 Certificate of Responsibility | A contract primarily focused on the purcha
1994-0305 Requirement for Vendors | of telecommunications or computer
Installing or Maintaining equipment that will merely be installed or
Telecommunications and | subjected to routine maintenance probably
Computer Equipment and | does not fall within the public projects
Cabling category necessitating a Certificate of
Responsibility.
June 6, 1994 Management and ITS is the sole centralized customer for thq
1994-0281 Distribution of Pay acquisition, billing, and record keeping of 3
Telephone Commissions by| telecommunications systems or services
ITS provided to state agencies. The law doets
mandate that payment of telephone
commissions for the Department of
Corrections be made directly to the Inmate
Welfare Fund, rather than be distributed by
ITS to the Department of Corrections, less
ITS’ costs.
July 2, 1993 Sole-Source Acquisitions Sole source acquisitidrsotiware can be
1993-0440 made under ITS’ statutory authority to defg

to state purchasing laws for

telecommunications acquisitions. (Note: IT

statute later amended to add language re
access to public purchasing laws in the “da
processing” portion of ITS code.)

-

ita

March 24, 1993
1993-0229

Community College
Purchase Using Federal
Funds

The purchase of computer equipment by
community colleges using federal funds
administered through the State Vocational
Education Board are exempt from ITS
purview under Section 25-53-25 (3). The
administration of the funds by a state boar
does not negate this exemption.

March 3, 1993

1992-1023

Municipal Energy
Agency of MS

Limitation of Liability

Limitation of liability clauses in contracts
(prior to ITS statute allowing limitation)

April 3, 1992

Software Developed by the

1991-0922

State as Public Record

Software is not data but a tool to collect

information. Programs developed by the
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State are its intellectual property. To the
extent that software contains confidential f
access information, software is not subject
disclosure under public records statute.

le

July 5, 1990

1990-0485

Mississippi Gulf
Coast
Community
College

Telephone Service in Stude
Dorms

nCommunity College cannot allow vendor td
contract directly with and supply services t
students in dorms on college-owned lines.
Per MS Code, ITS must approve or provid
telephone services to students at state

community colleges on a reimbursable basi

There is no requirement that ITS approve ¢
provide telephone services to college
employees, who can contract directly with
vendor for telephone service in college-
owned housing.

O

11%

March 30, 1990
1990-0187

Purchase of software from g
state employee by a state
entity via an ITS RFP

Statute allows a state employee to contrac
with any entity other than the one at which
he is employed, as long as proposal is low|
and best.

March 7, 1989
1989-076

Bids as Public Records

To the extent proposalsatottade secrets
or confidential commercial or financial
information, they are protected and are nof
subject to release until the provisions of th
Public Records Act requiring notice to 3rd
parties and opportunity for a protective cou
order are complied with. Otherwise, nothir
prohibits access to bid information, either
during the evaluation process or after the
award.

D

t
19

=

November 11,
1988

In re Miss. Jud.
I nformation
Sys., 533 So.
2d 1110, 1111
(Miss. 1988)

Supreme Court Declared Ng
Under ITS Purview

t“The judicial department of the government

of this state is not subject to the authority ¢
regulations of [ITS]."

=

Source: 25-53-1, et seq
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Part 202 Chapter 2: FAQs
Rule 202.1: 002-010 FAQs for Customers

Customer FAQs

What governmental units are subject to ITS Peroent Law and Policies?

Which acquisitions are under ITS purview?

What procurement tools are available?
: Do | have to go through the competitive bid pssce buy IT hardware, software and/or
services?

How do I know if a purchase will qualify for E-fR&

Who do | contact to initiate an IT Procuremergjuest?

Can | initiate an IT Procurement request on-line?

Is it possible for an agency to handle a procergrthemselves?

How do | purchase new phones/phone system?

Can | lease IT equipment?

How may an agency acquire an item that is Solece@

What is an Express Product List (EPL)? Who cantis EPL?

What if | need a product or service that is noano EPL?

Do IT services have to be bid?

Who can buy through ITS?

State agencies and institutions of higher learfiHts) are required by law to follow ITS
procedures in information technology procuremeothardware, software and services. The
only statutory exceptions are for any agency fieanentirely by federal funds and for
acquisitions by institutions of higher learning readholly with federal funds. Note that there is
no exception for state agency projects that are féigdtanded, use grant money, or paid for via
other nontraditional funding models.

For many acquisitions, agencies and IHLs must old@&$ approval prior to initiating a
purchase. For other acquisitions, ITS has delegaigubnsibility for technology purchases to the
agencies and institutions according to specifidglimes.

Governing authorities (e.g. community/junior cobblsgcounty boards of supervisors, school
districts, municipalities) are not required to liE8 procurement procedures but may choose to
do so as one way of meeting public purchasing reqments.

Please refer to sectid@d®1-010 Introduction to ITS and Technology Prooueatfor more
information.

Which acquisitions are under ITS purview?

- Information Technology Equipment, Softwared &ervices
- Electronic Government

- Internet and Application Service Providers

- Printers/Copiers
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- Document Imaging and Management

- Management Consulting Services

- Donations and Gifts of Information Technology

Please refer to sectid@®1-020 Acquisitions within ITS Purviefer more explanation.

What procurement tools are available?
There are basically six procurement options avhaldepending on the nature of the project.
Please refer tthe associated link for a detailed descriptionaxfte

Request for Proposal (RFP)

Express Product Lists (EPL)

General RFPs

Special RFPs

Telecommunications Contracts & Services for Stajenkies
Telecommunications Contracts & Services for IHLs

Do | have to go through the competitive bid procesw® buy IT hardware, software and/or
services?

According to ITS Law, competitive bids or proposalgst be solicited for all acquisitions of
information technology (IT) equipment/hardware te@fre, and services in excess of $50,000
($25,000 for projects funded by the American Recpwand Reinvestment Act). The list below
summarizes bid requirements for IT acquisitions:

- Not over $5,000 — May purchase without advergjin otherwise requesting competitive
bids, unless the purchasing agency or entity habkshed more stringent procedures.

- $5,001 to $50,000 ($25,000 for projects fundednie American Recovery and
Reinvestment Act) — May purchase without advertisenfior bids, provided at least two
competitive written bidkiave been obtained. (Please note an Express Rsddsiccannot be
used as one of these bids.)

- $50,001 and over ($25,001 and over for projeatsiéd by the American Recovery and
Reinvestment Act) — Submit a Competitive Promest Request form for ITS to advertise,
issue written specifications and receive sealed brdproposals.

How do | know if a purchase will qualify for E-Rate?

Please sebttp://www.universalservice.org/sl/about/overvievagram.aspfor the Eligible
Services List. Agencies may also contact Gary Raves¢601) 432-8113 or
Gary.Rawson@its.ms.gder more
information.http://www.universalservice.org/sl/albawerview-program.aspx

Who do | contact to initiate an IT Procurement request?

Requests for the procurement of information techgyphardware, software or services should
be submitted to ITS using the Competitive Procumgnequest form and appropriate
attachments. Please $##9-005 Procurement Process: Submitting a Redoeatmore detailed
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description. Procurement requests should be sdft@ia e-mail Projects@its.ms.ggyfax
(601-713-6380), or mail at ITS, 3771 Eastwood Drideckson, MS 39211 .

Can | initiate an IT Procurement on-line?
Yes, via ITS’online procurement request system

Is it possible for an agency to handle a procureménthemselves?

ITS has an Exemption procedure in place to alloenages in special situations to handle a
procurement in-house. The Exemption procedure allagencies and institutions to request
exemption from ITS to handle specific informati@etinology procurement projects which, by
law, require solicitation of bids or proposals,haitit the involvement of ITS.

The exemption procedure is designed for projeatsiuing traditional information technology
equipment, software, or services which the agensgtution has the in-house resources and
expertise to procure without ITS involvement. Thegedure exempts projects from ITS
involvement in the procurement. It does not exeth@tagency or institution from following
public purchasing requiremenishe exemption should be approved by ITS before an
advertisement is issued for the procurementA request for exemption should be submitted on
an Exemption Request form. A copy of the ExempRaguest form is available in PDF format
on the ITS website dittp://www.its.ms.gov/docs/Exemption.pdf

How do | purchase new phones/phone system?

Contact the Procurement Help Desk at 601-432-8168 fo formulating and submitting any
requests for procurement of telecommunicationspgent. Se@11-080 ITS
Telecommunications Contracts and Services for Stgenciesand011-085 ITS
Telecommunications Contracts and Services fortlrigtns of Higher Learning (IHLSpr more
detailed information.

Can | lease IT equipment?

Yes. Agencies and IHLs are able to consider metiphding models for each procurement
project, and need to specify models of interesiuiing a leasing alternative within the
Competitive Procurement request.

How may an agency acquire an item that is Sole Soce?

Mississippi Public Purchasing Law (Section 31-7-4f3cifies that noncompetitive items
available from one source only be exempted fronréigiirements (sole-sourced). ITS statute,
in Section 25-53-5 (p), permits ITS to utilize pions in Public Purchasing law or regulations,
when applicable. In certain limited situations,wétppropriate written documentation and proper
approval, information technology acquisitions maysle-sourced. ITS applies a strict
interpretation of the single source definition amd strong advocate for conducting a
competitive process unless the reasons for not etngpare overwhelming and incontrovertible.

Per Public Purchasing law, acquisitions must mefdllowing criteria to be authorized as sole
source:

1. The product or services being purchased mustipea function for which no other
product or source of services exists,
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2. The purchaser must be able to show specifimkgsiobjectives that can be met only
through the unique product or services, AND

3. The product or services must be available ammnfthe manufacturer and NOT through
resellers who could submit competitive pricing tloe product or services.

Customers should referen@&3-030 Procurement Types: Sole Sodoremore detailed
information.

What is an Express Product List (EPL)? Who can uséhe EPL?

Express Products Lists (EPLs) are compilationsroppsals competitively solicited by ITS.
Categories are added, changed and dropped baseguphasing demand. Agencies,
universities, community/junior colleges, and gowegrauthorities may use the lists to make
information technology purchases in accordance Wihprocedures and guidelines. Please see
011-030 Procurement Instruments: Express Prodsts [(EPLsYor more information.

What if I need a product or service that is not oran EPL?

The agency or IHL may either fill out a CompetitReocurement Request form or ask for an
Exemption to bid the products or services themselReferenc815-010 ITS Procurement
Limits Policies: State Agencias 015-020 ITS Procurement Limits Policies: IHiosthe
Procurement Handbook for information regarding prement guidelines based on the type of
procurement and total life cycle cost.

Do IT services have to be bid?

Yes, Section 25-53-3 of the Mississippi Code of2 @&fines ITS' authority over the acquisition
of any information technology, computer or telecammisations equipment, electronic word
processing and office systems, or services utilimembnnection therewith, including, but not
limited to, all phases of computer software andsciting services and insurance on all state-
owned computer equipment. Please note that, uplikéic purchasing law, the statute that
defines ITS' purview over technology acquisitiomsludesservices.All technology services,
whether for direct, hands-on skills such as appboadevelopment and network support, or for
such technology consulting services as technolagliess, project management, technology
advisory roles, qualilty assurance support, andiies management, are within ITS purview.
Referencé01-020 — Acquisitions with ITS Purviei the Procurement Handbook for more
information.

Source: 25-53-1, et seq
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Part 202 Chapter 2: FAQs
Rule 202.2: 002-020 FAQs for Vendors

Vendor FAQs

How do | do business with the State of Mississtppi

How do | get on the State “vendor lists™?

How do | receive notification of RFPs?

How do | check the notification of award for anH=F

How do | obtain information related to a partieydaoject or proposal (Public Records
equest)?

How do | obtain a SAAS code?

How do | check the status of a PO?

How do | add hardware, software or services tcaRY. listing?

How do | get added to an EPL if the EPL RFP opgimas already passed?

How do | obtain a state government contact list?

How do | verify that ITS is tax exempt?

I > © I A

How do | do business with the State of Mississippi?
Please visit this 1ink21-010 How to Do Business with the State of MEgIgI.

How do | get on the State “vendor lists™?

Your company does not have to be on a state “lstltd do business with the State of
Mississippi. We suggest that you review the infaioraon the ITS web site to determine how
best your company could provide products or sesvioghe State of Mississippi.

From the home page, select "Procurement” on thédefd side of the screen. The link is
'Vendors." The ITS Vendor Information page prosidgdormation concerning how to do
business with the state of Mississippi and inclldds to other vendor-related resources. You
would particularly need to note the link to 'RFPSAdA List of Current Requests for Proposals.'
By choosing this link you will access a list of @mt Requests for Proposals. If an RFP
requests products or services that your companyguaaply, you may respond to the RFP.

There is another link on the Vendor Information ®aglled '‘General RFPs.' General RFPs are
solicited yearly in January for use through théofelng January to acquire products and services
for more routine projects that do not require ativilual Request for Proposal document just

for that project. The General RFPs for the caleydar are advertised in December for receipt
in January. General RFPs have a scheduled Upgeltein July when additional new vendors
may send in proposals to be effective through Jgrhof the following year.

How do | receive notification of RFPs?

ITS doesn’t notify vendors directly when RFPs anblighed. We publish all of our RFPs on the
ITS websitewww.its.ms.gov Select “Procurement” on the left hand side eftilome page.

The link is REPs Advertised (Note: There is also a quick link to this infortioa on the right
hand side of the home page).
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We also publish all RFPs in tAde Clarion-Ledgertypically on Tuesdays, and submit all RFP
advertisements to thdississippi Contract Procurement Center

How do | check the notification of award for an RFP?

Check the ITS website by selecting "Procurementtheneft hand side of the home page. The
link isSREPs Opened(Note: There is also a quick link to this infation on the right hand side
of the home page).

How do | obtain information related to a particular project or proposal (Public Records
Request)?

All requests for information under the Public RetoAct must be submitted writing to:
Executive Director

Department of Information Technology Services

3771 Eastwood Drive

Jackson, MS 39211

RE: PUBLIC RECORDS REQUEST

Please refer t619-010 ITS Public Records Procedui@smore information.

How do | obtain a SAAS code?
Submit a W-9 form to the Technology Consultant tiaigdhe project. The project manager’s
contact information is included on the cover pafjithe RFP.

How do | check the status of a PO?
The Vendor should contact the Agency issuing the PO

How do | add hardware, software or services to my EL listing?

Depending on the EPL, products may or may not betalbe added. Some EPLs do not allow
for changes until the mid-cycle update or the né€ Eycle. Other EPLs may be changed with
the mutual consent of ITS and the vendor. To wtdad more about adding products or
services to a specific EPL, review the RFP by chmecthe ITS website under ‘Procurement’ on
the left hand side of the home page. The linkisndor Informatiod’ Scroll down to EPL

RFP Cycle Dates and New Vendor Opportunities

How do | get added to an EPL if the EPL RFP openig has already passed?

If the EPL has its mid-cycle update, which usualtgurs six months after the original opening
date, submit a proposal at that time. To undedstaore about when to respond to a specific
EPL, review the RFP by checking the ITS websiteenri@rocurement’ on the left hand side of
the home page. The link i¥&ndor Informatiod’ Scroll down to EPL RFP Cycle Dates and
New Vendor Opportunitie’s

How do | obtain a state government contact list?

The list is available on the ITS website. Afteleséing “Procurement” on the left hand side of
the home page, seledféndor Informatior® Scroll down to Mailing List of State Government
Contacts’ Complete and submit the electronic form. Tiseis sent via e-mail, usually within 2
business days.
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How do | verify that ITS is tax exempt?
There is a tax exempt letter on file in the ITSibass office from the State Tax Commission that

exempts ITS from sales tax under Section 27-65-10BMississippi Code. If more information
is needed, contact the project manager. The projaogger’s contact information is included on
the cover page of the RFP.

Source: 25-53-1, et seq
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Part 203 Chapter 3: Glossary of Terms
Rul3 203.1: 005-125 Competitive Written Bid

IT purchases over $5,000.00 but not over $50,028,(0.00 for projects funded by the
American Recovery and Reinvestment Act) have bedgdted by ITS to the purchasing entity.
Purchases in this price range do not require adeenent of bids but do require at least two
competitive written bids. "Competitive written Piaften referred to as a "written quote,” is
defined as follows: a bid submitted on a bid fdumished by the buying agency or governing
authority and signed by authorized personnel remtasg the vendor, or a bid submitted on a
vendor's letterhead or identifiable bid form anghsid by authorized personnel representing the
vendor.

"Competitive" means the bids are developed based apmparable identification of the needs
and are developed independently and without knoydeaf other bids.

Source: 25-53-5 (0); 31-7-13 (c)
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Part 203 Chapter 3: Glossary of Terms
Rule 203.2: 005-150 Consensus Scoring

ITS utilizes a Consensus Scorimgthodology for proposal evaluation. ITS has fotivat a
consensus rating arrived at by the evaluation tefsen consideration and discussion of all
information provided by a vendor represents a nagpairate assessment of the vendor's offering
than does a mathematical averaging of individualwators' scores.

In a consensus scoring approach, individual evaisaead the assigned proposals, or sections of
proposals, prior to evaluation work sessions anklenmates of proposed scoring, observations of
strengths and weaknesses, and questions regang@invgmdor's proposal.

During consensus scoring sessions, the evaluamlitétor directs the team's attention to each
item in the specifications. The evaluation teamsiders one proposal at a time, comparing the
vendor's proposed offering against the specifiaatia the underlying RFP or LOC. Consensus
scoring sessions encourage open discussions astianseamong members of the evaluation
team. Evaluators discuss the relative strengtdsasaaknesses of a vendor's proposal in each
area. Open debate about a vendor's statemergpmmse is encouraged to help ensure nothing
proposed by a vendor in response to a requirersevdrlooked. This discussion may provide
additional insight into the vendor's offering andzorrect misperceptions of individual
evaluators, so that the consensus score arrivieglthe team may differ from the initial score of
the majority of evaluators and from the mathematwearage of the individual scores. The most
important factor in assigning a final consensugestm any item is that the score accurately
reflect the merits and value of the vendor's prapfis that item.

Once the team has arrived at a consensus scaogia ftem in the proposal, the evaluation
facilitator captures the consensus score alongddattumentation of the team's observations of
noted strengths and weaknesses of the vendor'sgabjor that item. Narrative documentation
is required for items that either exceed the sptibn or do not meet the specification in some
manner. Only the consensus score sheet and comarenofficial and become part of the
project file. Individual team member evaluationrisgheets and notes are collected and
destroyed once the consensus scoring is completed.

If an item or area in a vendor's proposal is tedrcor cannot be scored due to ambiguity or
missing information, the evaluation team may deeideitten clarification from the vendor is
appropriate for a given item. In this case, atemitrequest for clarification will be generated and
sent to the vendor. The area or item under rew@y be suspended from scoring until the
response is received from the vendor or a temp@@oke may be assigned. When the
clarification is received, the evaluation team oagain addresses the item and determines a final
consensus score.

Source: 25-53-3 (g); 25-53-5 (0)
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Part 203 Chapter 3: Glossary of Terms
Rule 203.3: 005-200 Delegation of Approval

Mississippi Code Section 25-53-21 (f) specified tha ITS Executive Director shall receive,
review, and promptly approve or disapprove all esgsi of agencies of the state for the
acquisition of computer equipment or services, Whie submitted in accordance with rules and
regulations of the authority.

Section 25-53-25 (2) allows ITS to delegate approacertain acquisitions as follows:

The authority [i.e. ITS Board] may establish pa@&iand procedures for the purpose of
delegating the bidding and contracting responsigdirelated to the procurement of computer
equipment or services to the purchasing agencyh Balicies and procedures must address the
following issues:
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l. Establish categories of equipment or services tdtec

Il. Establish maximum unit and/or ceiling prices oftspcocurements;

[I. Establish reporting, monitoring and control of spchcurements; and

V. Establish other such rules and regulations as sapeto fully implement the purposes of
this section. Nothing in this subsection shall bestrued to imply exemption from the public
purchases law, being Section 31-7-1 et seq.

Delegation of Approval is the term for ITS' delégatof the responsibility and approval for
certain routine information technology acquisitidaghe agencies and institutions under ITS
purview. Purchases may be made under these delegatcedures without prior ITS approval.
Examples include certain categories of procuremiegitsw the bid threshold, purchases made
from the ITS Express Products Lists, and delegaifdhe procurement process to state
institutions of higher learning up to a definedldolimit, in accordance with Mississippi Code
Section 25-53-5 (b) to give consideration to thecgd needs of such institutions due to their
teaching and research functions.

See Procurement Limits Policies ferate Agencieand forlHLs in the Procurement Handbook
for specific delegation dollar amounts and categgriThe delegation amounts are different for
state agencies and for institutions of higher lea@yn For institutions of higher learning, the
approval of technology purchases below the cosstiold requiring ITS involvement is
specifically delegated to the institution's CIO,onmust approve all such acquisitions, whether
acquired competitively or through sole source tiediion.

Because ITS has delegated the procurement praxéidks for certain dollar amounts above the
threshold for competitive bidding, this delegatadso includes giving the IHL the authority to
advertise and issue an RFB, ITB, RFP, or other @titiyee instrument, evaluate responses,
make an award, and negotiate and execute a canrhetadvertisement for competitive
procurements issued by IHLs may be made in accoedaith ITS Statute 25-53-5 (0) (in a
newspaper of general circulation in the State) it public purchasing statute 31-7-13 (c) (i) 3.
(in a newspaper published in the county or munlitipan which the IHL is located). In either
case, written notice Please note that, for anygdgien or exemption, ITS requires that all ads
and procurement instruments be published on tieenet in a location that is readily searchable
by and available to the general public.

Source: 25-53-25 (2)
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Part 203 Chapter 3: Glossary of Terms

Rule 203.4: 005-400 Lifecycle Cost

The lifecycle cost of an information technology jeat means theotal committed costsof the
project, not just the initial or up-front costsifdcycle cost includes all costs associated with
obtaining the item and maintaining and operatirfgriits projected lifecycle. Initial or one-time
costs might include purchase price, freight, inataln, and training. Ongoing costs include
such expenses as post-warranty maintenance; supmbuting help desk charges, upgrade
charges, and on-site vendor personnel; and anyriregwsage charges.

Examples:

(1) An acquisition of equipment with a projectef@diycle of five years, a purchase cost of
$100,000, monthly hardware maintenance of $250related annual software fees of $10,000
has a lifecycle cost of $165,000 (($100,000 + ($280 months) + ($10,000 x 5 years)).

(2) An acquisition of software from the Microsoftterprise Agreement is a three-year purchase
commitment. The lifecycle cost is the cost pet sezes the number of seats times 3 years.

(3) For a turn-key acquisition of hardware, syssafiware, and consulting services for the
development of an application system, the lifecydsts consist of: (1) all initial fees for
hardware and software, (2) hardware and softwaraterence and support costs over the
projected life of the hardware and system softwgeall consulting fees, including initial
development, implementation, training, data coneetsand other requested services, and (4)
any applicable ongoing costs for support of theltegy application system.

As part of the procurement request to ITS, theaust is asked to provide an estimate of the
useful life of the acquisition prior to replacemeiithis estimate is used as the lifecycle term
over which the life cycle cost is computed.

See the definition of "ProjectSection 005-600f this handbook, for an explanation of the
implications of project lifecycle costs.

Source: 25-53-5 (0)
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Part 203 Chapter 3: Glossary of Terms
Rule 203.5: 005-600 Project

Why define a project?

(1) EachITS Express Products LIEPL) specifies a maximum spending lirpér project. For
projects costing up to the designated amount, E$Sdelegated to the purchasing entity the
authority and responsibility for selecting the I@tvand best vendor for the specific project from
among the offerings on the EPL. Projects watial project lifecycle costsabove the EPL limit
are beyond the scope of this delegated procesarargiibject to full ITS review and
authorization. SeElandbook Section 005-4G6r the definition of Lifecycle Cost. [Note: with
ITS participation and approval, EPLs can be utilias the procurement instrument for projects
above the EPL spending limit via the Planned Puebg@rocessHandbook Section 013-080r
by submitting a Competitive Procurement RequestTi8rto issue detter of Configuration
based on the appropriate EPL.

(2) For information technology projects involvirtgetexpenditure of funds above a specified
limit, state law requires: (a) that the acquisitimbased upon competitive specifications; (b)
that the acquisition be publicly advertised; aml tilat sealed proposals be received and
evaluated to determine the lowest and best respofidlessissippi Code Annotated, Section 25-
53-5 (0)]. State law further specifies that iurdawful to split purchases in order to circumvent
the requirements for advertising [Mississippi Cédmotated, Section 31-7-13 (0)]. ITS policies
and procedures use ttagal project lifecycle costto determine whether a given acquisition is
above the bid threshold and to further determieeptiocurement mechanisms that can legally be
used for that acquisition. Selandbook Section 005-4G0r the definition of total project
lifecycle cost and ITS Procurement Limits Poliare$Section 015 for an overview of
procurement mechanisms by lifecycle cost rangeteNkhe current bid threshold is $50,000
except for projects funded by the American Recowy Reinvestment Act (ARRA). For
ARRA projects, the bid threshold is $25,000.

(3) Mississippi Code Annotated, Section 25-53-5réiquires that contracts for information
technology purchases be approved by the ITS Bo#@ing. Board is authorized to delegate this
approval to the ITS Executive Director for projectsting less than a specified amount. See
Handbook Section 018-0306r current Executive Director thresholds and Bloapproval
requirements. Thiotal project lifecycle costis used to determine whether a contract can be
approved by the ITS Executive Director or must lensitted to the ITS Board for approval.

(4) Mississippi Code Annotated, Section 31-3-2lunexg that any contractor submitting a bid
for a publicproject that (a) involves erection, building, constructiogconstruction, repair,
maintenance or related work and (b) will cost iness of $50,000, possess a Certificate of
Responsibility issued by the Mississippi Board oh€@actors. This section of the code also
requires that all bids submitted for such projectstain, on the exterior of the bid envelope,
contractor’s current certificate number. Projenisiving inside or outside cabling fall within
this category and are under the purview of ITSe fohal project lifecycle costis used to
determine whether the project requires a certdicdtresponsibility, which in turn determines
who can bid on the project and whether the bid rhase the certificate number on the exterior
of the bid envelope to be accepted.
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Guidelines for defining a project:

A project has a specific objective or desired aq@shment and defined starting and ending
dates (even if these are rather flexible!). A pobjs not “business as usual,” but a process that
is outside the normal flow of work. Projects haveefined scope and a predefined budget and
are often executed by contractors or by staff meswho are acting outside their everyday
work roles.

ITS gives our customers some flexibility in defigia “project,” based on the customer’s
procurement process and guidelines from their atslitITS does not make a final ruling but has
developed the guidelines below for determining Wheexpenditures should be considered a
single project. The primary “rule of thumb” is thiae purchaser document and consistently
apply a valid and defensible methodology for deigna project and that the purchaser look at
each project separately in regards to vendor setectTS suggests the following factors that
may determine the definition of an information teglogy project:

1. A project might be defined by the time frameh# purchases (e.g. all agency workstation
procurements for a fiscal year might be a singtggat; a technology training class would
typically be a single project)Note: The 2-way radio EPL specifically definegad]ect”
for the purpose of the EPL purchase limit as thal &xpenditures for equipment and
services made by an agency from this EPL per figeat.

2. Funding source might define a project (e.ché tunding sources place different
requirements on the purchasing entity, separagjegisomight be needed to accommodate
these requirements).

3. In some cases, location of equipment might datex a project (e.qg. if each district office
can consider a different vendor and/or a diffetenhnical solution, these acquisitions could
be considered separate projects.)

4. Technical requirements can define a project @equisition of several variations of desktop
workstations for an agency might be a single ptophile the acquisition of desktop
workstations for the central office and of ruggedizaptops for the same agency’s mobile
units might be separate projects).

5. Potential for volume discount can define a mbfee. Will aggregating requirements for
hardware, software, or services across time, logatior funding sources potentially resul
significant cost savings to the state? Will usangpmpetitive process potentially result in
better pricing?Note that the instructions for EPLs specify thablmihed prices are not-to-
exceed amounts based on a quantity of one. Custa@aneencouraged to aggregate
purchases in order to negotiate for volume discotrom EPL vendors where applicable.)

6. Business functionality and proposed utilizatidtardware, software, and services can
define a project. (e.g. multiple scanners purathdsegeneral use across an agency mig|
a stand-alone project; a scanner purchase fordafispapplication system for which other
hardware, software, and services are also beinguped should probably be considered a
part of the larger project.)

Source: 25-53-5 (0); 31-7-13 (0); 25-53-5 (k); 321
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Part 203 Chapter 3: Glossary of Terms
Rule 203.6: 005-800 Silent Period

The Silent Period is a period of time during a preenent in which any state employee directly
or indirectly involved in any step in the procurarhprocess, including but not limited to
procurement management, development of specifitstievaluation of proposals, and contract
negotiations, should not communicate with prospectendors. The silent period typically
applies to all employees of the customer agendycalmunications with potential vendors
during the silent period should be directed toittaevidual who is the contact person for the
procurement or should occur only as authorizechbycbntact person in conjunction with the
procurement process.

ITS recommends that customers begin the silenbg@ext the time they begin formal
development of requirements and specificationsor Rw that time, customers can and should
communicate with vendors about the marketplacet@ctthologies as they formulate their
project scope and approach. At the point in tinherva customer has done adequate research
and begins to formulate the specific requiremehescustomer agency should cease their
communications with vendors in that marketplacavoid any appearance of impropriety or
favoritism.

ITS also recognizes that incumbent vendors mayeb®iming work for the customer and that
the work may or may not be related to the scopadctive procurement. In those cases, the
customer agency will naturally continue to havetaonwith the vendor in the course of doing
business. This contact is not an issue. Custoshensld, however, take extra precaution to
avoid a perception of misconduct by (1) meetingroups and avoiding extensive one-on-one
time with a vendor who provides the products amdises being acquired in the active
procurement; and (2) not discussing the activeyrmuent.

Source: 25-53-5 (0)
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Part 204 Chapter 4: Procurement Contacts
Rule 204.1: 007-010 Procurement Contacts: by Role

The responsibility for technology procurements et the Information Systems Services (ISS)
Division of the Mississippi Department of Informati Technology Services (ITS). The
following individuals can assist you with variouspacts of technology procurement, whether
you are a customer, a vendor, or an interested.padditional contact information for specific
procurements is published with the Request for &sals or Letter of Configuration.

If you reach voice mail and need to speak with smmemmediately, please press "0," stay on
the line, and explain to the ITS Receptionist fpetassistance needed.

Type Assistance: Name Telephone E-mail

Procurement Help Desk (Rotates) 601-432-8188ocurement Help Desk

ISS Division Director Lynn Ainsworth 601-432-8150SS Director

Procurement Team Leaders:
Tina Wilkins 601-432-8161|Procurement Process Specialjst
Renée Murray 601-432-814¢°rocurement/Consulting Team

LLeader

EPL Questions Contact the Procurement Help Desk

Public Record Requests Jeanette Crawford  601-432-8Public Records Officer

Customer Invoices Help Desk 601-432-816Brocurement Help Desk

ITS Switchboard Receptionist 601-432-8000

Source: 25-53-5; 25-53-21; 25-53-25

44



Part 205 Chapter 5: Procurement Process
Rule 205.1: 009-001 ITS Procurement Process Flows

The attached pdf contains diagrams of the ITS peuent process.

Table of Contents:
Page 1: Overview of ITS Process
Page 2: Customer Purchase Process (after ITS apsaeceived)
Pages 3-9: Details of Process by Procurement Type
Page 3. Competitive Procurement: RFP
Page 4: Compeititve Procurement: LOC
Page 5: Revision to Previous Approval
Page 6: Sole Source Certification
Page 7: Exemption
Page 8: Emergency Purchase
Page 9: Planned Purchase
Page 10: Protest Process
Page 11: Quality Assurance Review Process

Procurement Flow ITS:

http://dsitspe01l.its.ms.gov/its/procman.nsf/fAadBtad9d8c86256daa0063e1f0/39f2d26918f5
0244862576d3005dffc6/$FILE/procurement%20flow%20p05
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Part 205 Chapter 5: Procurement Process

Rule 205.2: 009-005 Procurement Process: SubmittirgRequest

Instructions for Preparing and Submitting a Procurement Request
Overview

Requested Information: General/Competitive Procergm
Additional Information: Cooperative Purchasing Sieppent
Additional Information: Sole Source Certifications

Additional Information: Emergency Purchase Cegdifions
Additional Information: Exemption Requests

Additional Information: Revision Requests

Additional Information: Planned Purchase Requests

OVERVIEW

Requests for the procurement of information techgyphardware, equipment, systems, software
or services by agencies or institutions under theipw of ITS may be submitted to ITS via the
On-line Procurement Request System or by faxingljmgaor emailing the applicable request
form.

The On-line Procurement Request system is accéssadhe ITS website under the
"Procurement” link on the left side of the ITS hopage www.its.ms.goy by selecting On-line
Requests State employees should use their ACE user ddpassword to log in. Staff at IHLSs,
local governments, or other entities that do netthe ACE applications should contact the ITS
Procurement Help Desk at (601) 432-8166 to obtaisea id.

Customers who do not use the On-line Procuremeqguést system will find the forms needed
for submitting a request under the "Procuremenk ¢in the left side of the ITS home page,
www.its.ms.goy by selecting Request Form$ Each form is available in PDF or Word format.

Please note: the ITS procurement function frequéras a queue of projects that have been
submitted and are waiting assignment to the ITSielogy Consultant who will conduct or
process the procurement request. ITS encouragésneers to send in requests as early as
possible to help ensure the products or serviceglpgocured are available when needed.
Customers do not have to complete every item opitheurement request form prior to
submitting a procurement. It is preferable to sitlpartial information than to hold the request
for additional research and jeopardize the procergrachedule.
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Each Procurement Request form consolidates the lmdsrmation ITS needs to manage and
track your request through the ITS procurementggs@nd allows detailed information
concerning the procurement to be attached. Pleagede all the information about your agency
or institution requested on the form, includingjpob contact name, phone, hand mail or mailing
address, fax number, and email address. It isiaportant that you assign a Project Title to
each request that ITS can use to reference yojgqgdiia our communications with you. Most
other fields on the form are not required for adisubmission of a request. The more
information you provide, however, the more quicihd easily your request can be processed
once assigned.

ITS will need detailed background information abtihg needs to be met by this acquisition.
ITS procurement personnel must fully comprehendtwba are trying to accomplish with this
acquisition to determine the best way to meet ymads. Detail as much as you know at the
time of submitting the request. Your assigned Tettgy Consultant will work with you during
the procurement process to obtain any additioriatnmation required.

The request form asks for information concernirigrahtive solutions and functional
specifications for the acquisition. If you haveearched and documented alternatives and
specifications, include these details in your reuéTS can expedite procurement requests that
are submitted with complete, correct, and spebidickground, alternatives, and specification
information. However, as with other informatiomuested on the forms, ITS staff will be glad
to work with you to research alternatives and dayélinctional specifications for items to most
appropriately meet your needs.

The information listed below further defines thdommation to be provided on the various
request forms. Please call the ITS Help Desk at)(@32-8166 if you have additional questions
when filling out the forms.

REQUESTED INFORMATION: GENERAL
The following items are generally applicable acrossultiple request types.

Project Title - The project name used by the customer agency védierencing the project (up
to 40 characters) that uniquely identifies a precugnt request for the customer.

Customer Contact Information:
Agency/Institution - The full name of the agency or institution suttimg the request.

Address- The complete address for the individual listed.ias the project contact. May be a
HANDMAIL address or a U.S. postal address (see 2embelow).

Contact Person- The name and title of the individual whom IT$ @@ntact should additional
information be needed. This person should be iretin the preparation of the request and
completely familiar with the background, requirenseiproject schedule, etc.

Phone- The telephone number of the contact listedami®.c.
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Fax - The fax number of this individual.
E-mail address- The e-mail address of the individual listed enit2.c.
SAAS Codes:

SAAS Agency Coddstate agencies only) Your agency's SAAS code (for agencies on the
Statewide Automated Accounting System).

Provider Code - To make sure that invoices for ITS procurensamvices are addressed and
routed correctly to your agency, enter the Providede to which charges for this request
should be billed. If you don't know the providedeo please provide specific information on
the department and/or individual to be billed, glovith the mailing address. You may also
contact the Procurement Help Desk for provider dattemation (601- 432-8166).

Division/Department - The department(s) and subdepartment(s) thausdlthe requested
equipment or services.

Hand mail - Mark Y (yes) if the address listed in item 2$a hand mail address for delivery by
DFA's Office of Capitol Facilities. Mark N (no) ihe address listed is a postal address.

Project Summary:

Narrative Description of Project: An overview of the project: what is being procyredhat
business needs the product or services will megtapplicable statutory mandates. Is this a
new function, replacement of current automationgm@uation of a manual function?

ITS Acquisition Approval (CP-1) should be effectivethrough this date: Date through which
the requesting agency will need to pay vendor ice®i For example, if you anticipate that a
software system will be implemented by Decembe2BD9, and that you will pay monthly
hosting fees for three years beginning with impletaton, the CP-1 must be in effect long
enough after December 31, 2012 to allow paymettiefinal vendor invoice. Forty-five to
sixty days after the anticipated completion of @jget is a good rule-of-thumb in assigning
this date.

Cost Estimates This section of the request form is designecijature your best estimates of
one-time and recurring costs for the lifecyclehsd project. Costs should be broken out by
state fiscal year, for tHdecycle of the project. Note: These estimates shoullidectotal
project costs to be paid to outside vendors for hawware, software, and services, and do
not include internal agency costs such as staiby fspace, and existing hardware.

Time Constraints:

Item Needed by: Date by which you need the requested equipmestftware delivered or
services to begin.

Funds Expire: Date funds expire, for state or federal fundingrygrant end date, or other
time-related funding constraints.
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Discuss Funding - How much of total anticipated funding neededthfa project is actually
available at this time? What is your total projeatiget (external and internal)? What is the
percent of federal matching funds, if applicabkf® there other funds that are not general
fund monies? From what fund number will the paytadre made?

Anticipated Lifecycle of Products/System (i.e. estate years effective use) How long do
you anticipate using the product to be acquiredteefeplacing? What types of upgrade
options are needed? How long do you plan to paytaaance/support? What do you
anticipate the term of the initial contract will Bed what renewal options are desirable (i.e.
number of renewals and length of each optionalwah&erm)?

Acquisition Detalils:

Items Requested: Depending on what is being requested, you may reft)adetail the
requested items on the form or (2) attach spetifina. If detailing the items on the form,
list the name, quantity, description, and buildiogation(s) of the items being requested.
Include the estimated dollar amount of each iterseovice. If more space is needed, you
may include an itemized attachment. If you itemorean attachment, be sure to summarize
the acquisition in the space provided and referémeattachment. If attaching
specifications, furnish as much of the informatiutlined in items 4.a. i - iii below as
practical and applicableRemember: State law requires that procurements of information
technology be open and competitive. ITS is prabtbby statute from issuing specifications
that limit competition when there are multiple puots available to meet your business
needs. We are committed to working with you toadep the best possible specifications
both to ensure your objectives are achieved apddizct you via a legal and defensible
procurement.

Initial minimum functional specifications - Based upon your agency or insbittg initial needs,
define in as much detail as possible what your mmimn requirements are for the item(s)
your are requesting. Outline those requirementscgmsider mandatory. Dwt simply list
specifications from a vendor's technical sheestelad define those functions that
correlate with your business needsWhere specifications are restrictive, be paldidy
specific as to why the requirements are neceseangeet your needs. If the item(s)
requested must be compatible with existing equigroemterface with current applications,
describe the equipment and applications currentplace. For application software, are you
seeking a COTS solution or custom development? kowh customization of an existing
package is acceptabld®OTE: The preferred format for detailed requirementsubleted or
paragraph form in a Word documenmtlease do not insert the specifications into an ITS
RFP or LOC template or develop an RFP or LOC documst, as our templates change
frequently and this step will create extra work foryou as our customer.

Training, documentation, implementation, and relaervices - In addition to the functional
requirements for equipment or software, what ses/will be needed for the vendor during
implementation? What are training requirements (pemof staff, level of training, location
of training, classroom versus online, etc.)?

49



Maintenance and support requirements - Selectidovegst and best proposal in many instances
is determined by the maintenance and support aoverah offer on the item(s) he sells.
Please define what maintenance arrangement you ohestacceptable for the item(s)
requested.

Describe platform and infrastructure - Provide relevant information depending on what is
being procured: What voice/data/video network emtinity will be needed? Provide
information on transaction size, volume. Describkzation of State Data Center resources:
mainframe, eGovernment portal, payment engine, meot management, hosting. Describe
security requirements based on classification td dad how these requirements will be met.
What database and programming language will beus#/dl any additional hardware,
software, personnel be required at your agencyoffiyvhat is included on this request)?
ITS Statute and the ITS Board require that systemgor state agencies be hosted at the
State Data Center by default. If requesting approal for equipment to be located
outside the State Data Center, provide justificatin. If requesting approval for hosting
to be provided by other than the State Data Centeprovide justification.

Progress to datee What has been done related to this projecluding any communication
with ITS staff (data/voice/procurement/other)? Yaasigned project manager can process
your request most effectively if he/she is awararof decisions that have been made or
information that has been obtained to date. Ifiapgbple, please provide names and phone
numbers of contacts within ITS or within the requesorganization who can provide
additional information.

Vendors Contacted: Attach written estimates or otheinformation received from vendors -
Provide the names, addresses and telephone nuofhensdors whom you have talked with
regarding the procurement. Provide copies of amder proposals, configurations,
recommendations, or literature you have receivethentem(s) being requested.

Critical Factor(s) (in the selection of a vendor/band/solution for this acquisition)- Section
25-53-5 of the ITS law specifies that acquisititlesmade from the lowest and best proposal.
Many factors can be considered in determining oinekt and best proposal. If selection of
the proposal and products to meet your agencytiistn's needs should be based on criteria
in addition to price, you should furnish a listiofcriteria upon which your
agencyl/institution believes the selection of "lotasd best" proposal should be based and
the priority of each criterion. Discuss amanufacturer standards place that were
established in compliance with ITS policy. What #ve most critical functional or technical
requirements from your agency's perspective? Bssbudget/cost constraints.

Acknowledgement of procurement costsSince ITS does not receive funding for the
procurement function, we must bill for the time isppeerforming procurement-related tasks.
This billing is done on a monthly basis for houxpended during the prior month and
continues until the procurement project is closedr larger procurement projects or for
smaller projects that span more than one monthwlbueceive multiple bills for services
for a given procurement. When proposals must beiteal for an acquisition, the requesting
agencyl/institution is responsible for the costthefrequired advertisementsTihe Clarion
Ledger. Advertising charges and procurement servicesheilbilled to the customer on the
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same invoice. When submitting a procurement folamvail, fax, or email, enter the name
and title of the agency head, institution CIO, esidnee on the line to the bottom left of the
form. This person must then sign and date theagiquBy signing the request, the
authorized individual acknowledges understandinthefprocurement charges and commits
the agency/institution to paying all costs incurréa the on-line procurement request
system, the acknowledgement of charges is requilhesh the request is submitted to ITS.
Please note: ITS must assume that persons sulgmptiicurement requests under their
signature or via the on-line request system haea laeithorized to do so by their agency or
institution. The customer agency must establslovwn internal procedures regarding
signature and procurement request authority.

ADDITIONAL INFORMATION: COOPERATIVE PURCHASING SUP PLEMENT

See011-070 Procurement Instruments: Cooperativelasing Agreementer additional
information on cooperative purchasing.

Governmental Entity Establishing the Cooperative Ageement: Name of the specific
governing body (level of government: state, lotaderal; name of entity and department) or
consortium (membership; type consortium) thatafiiiestablished the cooperative
agreement.

Name of Cooperative Agreement:Specific contract/purchase instrument referenceenam
Examples: GSA Schedule 70; WSCA Wireless Commtinica& Equipment Contract.

Contact at Sponsoring Governmental Entity: Name of person who can answer questions and
provide any additional information required regagithe initial establishment and
permissible use of the cooperative agreement.

Phone: Of contact
Fax: Of contract
Email Address of contact

Certification this cooperative agreement is availale for use by the state:Requestor should
obtain certification from the entity establishifgetcooperative agreement, stating that the
State of Mississippi may use the pricing and teamd conditions as a procurement vehicle
and that the contract was awarded in an open amgetitive manner. Optionally, the
requestor may ask ITS to obtain this certificafimm the contact listed in item 3. above as
part of the procurement process.

Other Requirements for use of agreementRequirements the purchaser must meet in order to
use the cooperative agreement, including any napgessganizational memberships or other
prerequisites.

Attach printout and/or Internet link for requested products or services, with contract
pricing: Attach a printout of the page from the contradgaiment, or Internet that shows
the specific products or services being procuretitha associated pricing of those items.

51



Attach printout and/or Internet link for terms and conditions: Attach a copy of the contract,
including any processes or procedures for negogatiate-specific terms and conditions as a
modification or addition to the base contract. iRte a contact for contract questions and
issues, if known and if different from the contacitem 3. above.

Cost Benefit Justification: Discuss and quantify research regarding the priaimdyterms of the
cooperative agreement demonstrating that the ugesofigreement for the requested
products and services is in the best interesteoStiate.

ADDITIONAL INFORMATION: SOLE SOURCE CERTIFICATIONS

NOTE: Certification must be renewed for revisidoaprevious Sole Source Acquisitions. The
marketplace may have changed since the originalsmirce acquisition. After an initial
contract term, a competition may be required.

See013-030 Procurement Types: Sole Sodareadditional information on Sole Source
Certification.

Specific business requirements to be met by the ragsted products or services The
purchasing agency or institution is responsibledimumenting its business needs in the sole
source request. What are the business requirenpfessd on your agency's mission,
enabling legislation, or external mandate, thatardge met via the sole source acquisition?
Include both an overview of the business requirdmand details on the specific features of
the requested product or service provider on wthehsole source certification will be based.

Other products/vendors researched or evaluatedBefore a product or service can be certified
as single source, the market must be researchddritfy alternate sources or products.
Describe the competitive market and document tieeiip reasons why other products or
service providers in this market cannot substdgtraket your business needs. If similar
products or services exist in the marketplacebti@ness case for the unique functionality or
characteristics of the sole-sourced item must Inepedling for the procurement to be sole-
sourced under state statute.

Unique features (i.e. special functionality) of theéequested product(s) or vendor: Document
in detail the unique capabilities of the producstervice to be sole-sourced. These features
should be based on business requirements desaniltedh 1. above. As the requestor, you
are responsible for demonstrating that only onelgpebor supplier is capable of satisfying
these requirements. The uniqueness must be badedaionality. Patented
methodologies, low cost, special incentives, largssr base, and other comparative features
are NOT acceptable as sole source determinants.

Vendor's Certification of Sole Source attached:In addition to the requestor's certification of
need and unigueness of the requested productieanstiat is required from the vendor, on the
company's letterhead. This statement should gdxtith that (1) the product is unique in the
specific ways documented by the customer in iteab8ve and (2) the product is available
only through the manufacturer and not via reselleRequestors should provide instructions
to vendors on the type of certification that isuiegd by Mississippi's sole source statute.
Vendors should not include adjectival justificatigrest, largest, fastest) but should clearly
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describe unique functionality. If there are remmllbut the product itself is certified as single
source, a product-specific competition must be cotetl among resellers to obtain
competitive pricing.

Vendor's proposal attached:If the vendor has provided pricing and/or termd ennditions for
a contract, please attach these. Because theiStdta contractual disadvantage in an
acquisition not based upon a competition with detiespecifications, it is especially
important that the contract be based on the Statesact templates that meet Mississippi's
statutory requirements. The proposal and vendatracts provide a starting point for
incorporating the specifics of the purchase into$ate's paperwork as a solid contractual
foundation that protects the purchaser for thedfféhe product.

SAAS Vendor Code(s)--Vendor must be in SAAS befora CP-1 can be issuedBecause the
vendor has already been determined in a Sole Soeqeest, providing the following
information in parallel with the documentation regd for sole source certification may
speed up the acquisition process. ITS will vettifgt the vendor information is already in
SAAS or will work with you to acquire the W-9 formaquired to add the vendor to the
SAAS vendor file.

Place order to: Vendor name and address

Remit to: Vendor name and address:Please provide if different from "Place order to"
information.

Signature of agency head or IHL CIQ For a sole source request, this signature, ditiad to
acknowledging procurement chargessdescribed above, is also the requesting entity's
certification that (1) the requested product ovieerperforms a significant function or
provides a service for which no other product arrse of services exists; (2) the requesting
entity has a business need for these unique furecbo services; and (3) there are no other
parties that could provide the product or service.

ADDITIONAL INFORMATION: EMERGENCY PURCHASE CERTIFI CATION:

See013-060 Emergency Purchadesadditional information on emergency purchase
certification.

If applicable, attach a certified copy of the apprgriate minutes of the agency's board
meeting regarding the emergency purchaseMississippi Code Section 31-7-13 (j) outlines
the emergency purchase procedure for state ageamuiediLs. This paragraph specifically
requires that any agency executive responsible tmgancy board must ensure that each
emergency purchase is documented in the minutédgedfoard meeting following the
emergency purchase. The minutes must includeaipisn of the product or service
purchased, the cost, and the nature of the emergexcopy of these minutes must be
provided to ITS with the emergency purchase cedtion.

Does the situation fall under the definition of aremergency set forth in Section 31-7-1 (f) of
Mississippi Code? The statutory definition of an emergency is asoiwl:

53



f) "Emergency" shall mean any circumstances causedire, flood, explosion, storr
earthquake, epidemic, riot, insurrection or caulgdany inherent defect due to defec
construction, or when the immediate preservatioardér or of public health isecessary t
reason of unforeseen emergency, or when the immeedestoration of a condition
usefulness of any public building, equipment, roattridge appears advisable, or in the
of a public utility when there is a failure of amachine or ther thing used and useful in
generation, production or distribution of electy¢i water or natural gas, or in -
transportation or treatment of sewage; or whendilay incident to obtaining competit
bids could cause adverse impact upon theegumg authorities or agency, its employee
its citizens; or in the case of a public airporthen the delay incident to publishing
advertisement for competitive bids would endangéslip safety in a specific (not genel
manner, result in or perp@ate a specific breach of airport security, orvpré the airpo
from providing specific air transportation services

The response to this item should outline the specdmponent of this definition that appliec
the current emergency situatiomote that the definition applies only to eventst tbauld no
reasonable have been anticipated. Failure to @laa act in a timely and proactive manne
replace or upgrade equipment or other products doegall within the statutory definition
"emergency.”

What happened to cause the emergencyPhis explanation should be an expansion on the
events surrounding the specific emergency thatoited in question 2.

What would have been the negative consequences olldwing normal purchasing
procedures? This section should include an explanation ofekeected turnaround time for
following a normal purchasing process, contrastét the timeframe in which the products
or services were required in order to perform th&sian of the agency. Note that the law
requires that the total purchases made under tleegemcy purchase procedure must only be
for the purpose of meeting the needs created bgrtiexgency.

Basis of selection of vendor(s) useé&ven when using the emergency purchase procedure,
agencies should use reasonable efforts to compacoy offerings, ensure the selected
product or service provider meets the needs oagfemcy, and obtain favorable pricing and
contract terms, via written quotations, use ofestaintract templates, Internet research,
reference checking, and other informal means thiatoe used within the time constraints
imposed by the emergency. In response to thistigmeshe agency should describe the
research and selection process used for the enwgrgenchase.

ADDITIONAL INFORMATION: EXEMPTION REQUESTS
See013-040 Procurement Types: Exemptfonadditional information on exemption requests.

Planned Acquisition Method: Describe the manner irwhich this procurement will be
conducted in fulfillment of state law: An exemption request is used by a purchasing entity
to request that ITS delegate the procurement psdoesn acquisition that falls within ITS
purview and has not been delegated to the ageac@sstitutions via a global delegation
(See015-010 Procurement Limits Policies: State Agenare$015-020 Procurement Limits
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Policies: IHLsfor information on global delegations). ITS cahagrempt a procurement

from the competitive process required by state Iahis section should be used to describe
the competitive instrument that will be used fa Hequisition (RFP, Request for Quotes,
Bid), including a high-level description of the peoand content of that document, and a
description of how the procurement will be handbgdhe requesting agency in accordance
with such statutory requirements as advertisenreatriewspaper with statewide circulation,
receipt of sealed proposals, and fair and equitdélermination of lowest and best response.

Signature of agency head or IHL CIQ For an exemption request, this signature, inteufdto
acknowledging procurement chargessdescribed above, is also the requesting entity's
certification that (1) the agencyl/institution witillow all applicable laws for public
purchasing in the acquisition, including developapgn specifications, advertising
according to public law, ensuring a thorough anditegle evaluation of all responses, and
responding in a timely manner to all public recoads post-procurement review requests;
(2) the agency/institution will negotiate any amicagplicable contracts and contract
amendments arising from the procurement, with sigeaauthority for the State delegated
by the ITS Executive Director to the agency/insiitn; and (3) any protests resulting from
the procurement will be heard by the ITS Execubuector and/or ITS Board, in
accordance with the ITS Protest Procedure andyrolibe signature also acknowledges that
the authority of the ITS Executive Director to nagte limitation of liability cannot be
delegated and does not apply to an exemption.

ADDITIONAL INFORMATION: REVISION REQUESTS
See013-020 Procurement Types: Revisfon additional information on revision requests.
Project History and Accounting:

CP-1 Number to be Revised:Full CP-1 number of current CP-1(s) (YYYYnnnn, wher
YYYY=Fiscal Year issued; nnnn = sequence number)

Total Amount Authorized on CP-1 to be Revised Total dollar amount originally approved on
the current CP-1(s) (Dollar amount labeled "Lifdeyyon last page of CP-1)

Reason(s) Revision Required:Check all that apply. For "Other," enter explaoaas
described in item 4. below.

Project Accounting: Summarize expenditures to date from the originallC#® show the
remaining balance, if any, from the initial apprbva&his information is intended to help the
customer and ITS reconcile the change requestphious approvals and to ensure the
new CP-1 is issued for the correct amount, bringimgard any remaining dollars from the
previous CP-1 if appropriate. Please include amgiced or encumbered amounts in the
payment history and subtract the total amount speahcumbered from the original
approval amount to represent the current remaibalgnce as accurately as possible.

Dollar Amount: Complete this section if the revision includes @erease in the dollar amount
Original Amount Approved: Total dollar amount originally approved on the CP-1
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Current Balance: Amount remaining, per project accounting in itenablove.

Amount of Increase: Total dollar amount of requested increase in ptajest. Please explain
the reason for the increased cost in the sectione€ Scope,” as described in item 3. below.

New Balance: Current Balance + Amount of Increase; New CP-1 bgllissued for this amount.

Expiration Date: Complete this section if the revision includeseatension to the CP-1
expiration date.

Original: Provide the expiration date of the CP-1 tha&imd revised.

New: Provide the desired expiration date for the newlCRAllow time to process final invoices
after project completion.

Vendor Information: Complete this section if the revision requestuides a change in vendor
information.

Vendor Name Complete this section if the revision includegseador name change,. If the
name change is due to an acquisition or assignmplatse provide all relevant information
and explanation.

Original: Vendor name as shown on current CP-1.

New: Vendor name for new CP-1. If vendor is not in S\#endor file under the new name, or
if the project has been assigned to a vendor nittarSAAS vendor file, ITS will work with
you and the vendor to acquire the W-9 form andahgr documentation needed.

Vendor Address Complete this section if the revision includesaaldress change for the
vendor. Please note whether the change appligstioe, Remit To, and/or Place Order To
addresses. If the address change impacts the viled@cord in SAAS, ITS will work with
you and the vendor to acquire the needed docunamitd submit the update to SAAS.

Original : Current address.

New: Please provide both physical and mailing addegsidifferent.
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Project Scope: Complete this section if the revision includes ahgnge in project scope from
the scope defined in the original CP-1 and suppgtbntract documents. All revision
requests that include an increase in dollar amshintild include an explanation of that
increase in this section. Scope changes with sbisgact or that reduce the total cost
should also be clearly documented in this sectiBxamples of requested scope changes
include: more or fewer of specific items than angly planned; alternate products or
services in lieu of those originally planned; additional consulting hours to provide
additional services or services over a longer jgeoictime. Provide quantitative information
and unit costs, such as number of additional handshourly rates; model of equipment, unit
cost, and quantity required; description of newwdeable(s) and deliverable costs with
vendor's methodology for determining that cost.

Other: Complete this section if the reason for revisimiuded "Other.” Provide an
explanation of the change needed and the circueestahat led to the change request. This
section can also be used to provide additional atimg details that would be required to
issue a revised CP-1.

ADDITIONAL INFORMATION: PLANNED PURCHASES

See013-080 Procurement Types: EPL Planned Purdoaselditional information on planned
purchases

Project Title: Planned Purchases for FY20__: This standard projkcts used for an agency's
planned purchases for a fiscal year.

Vendors Contacted: Specific instructions are included on the formPtanned Purchases
regarding attaching written quotes from EPL venddiste that a minimum of two quotes
are required for total FY purchases up to $1,00@#&% a minimum of three quotes are
required above $1,000,000 total FY purchases.

Selection and Justification: Indicate the selectedendor(s) from the quotation received.
See additional documentation on the Planned PugsHasm. If the quotes requested were
brand-specific, the request should include docuatemt on how the manufacturer standard
was established in compliance with ITS policythié quote selected is not low cost, the
requestor must supply substantial justificatiosupport the selection.

Name and official title of agency executive to whorRlanned Procurement authorization

letter will be addressed: The authorization to exceed the EPL purchasingdinnsing the

planned purchases procedure is issued in the foametter from the ITS Executive Director to
the requesting agency's executive director or effi®lease provide the full name and title of the
agency's executive. This letter should be maiethin the purchasing file for audit purposes.

Source: 25-53-5; 31-7-7; 31-7-13; 25-53-25 (2)
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Part 205 Chapter 5: Procurement Process
Rule 205.3: 009-010 Procurement Process: Multi-YedPrepayment Approvals

In accordance with the authority granted underi8edt-7-27 Mississippi Code Annotated, the
Department of Finance and Administration (DFA),|&tyer dated June 18, 2010, attached below,
granted ITS the authorization to approve contramtsmulti-year prepayment of information
technology services and software licensing for €GStomer agencies.

This authorization is specifically applicable tmjacts requiring ITS approval and does NOT
apply to projects made under ITS' purchasing délegsato agencies.

Prior to granting any approval for a multi-yeargmgment, ITS must carefully review the
licensing or services to be provided to ensuregyeyent is both a standard business model for
the licenses or services being purchased and enéalyeous to the State. If approved, ITS will
ensure that contracts for these purchases comphopriate protective language to reduce the
risk of prepayment.

Once the prepayment has been approved, ITS wilkiagproject-specific approval letter to the
customer agency, in addition to the usual CP-1 Astiion Approval. The approval letter will
cite the authorization granted to ITS by DFA.

Agencies must attach a copy of the ITS approvediéd the payment voucher (PV).

ITS Process for Approval of Prepayment for Technolgy Under a Blanket Waiver from
DFA

1. ITS receives a request from a customer for teclyyokervices or software licensing that
could potentially include a multi-year prepaymenfThe most common situations for
consideration of prepayment are warranty extensiprepaid hardware support or software
licensing, and prepaid hosting when the vendor madte a significant up-front investment
in infrastructure.

2. ITS includes language in the Request for Propa$i#$), Letter of Configuration (LOC),
Request for Quotations (RFQ), or Invitation to BiiB) specifying that vendors must:
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8.

9.

provide pricing for one year as well as multi-ypagpayment options that provide significant
savings for the State so that the risks and beneffiprepayment can be evaluated; and/or
define and justify any prepayment requirementseindor’s business model for these services
or software;

ITS evaluates proposals, including assessment pfsanificant cost benefits or vendor
requirements for prepayment. If prepayment is ireguITS evaluates vendor’s justification
to ensure this is a standard business model sugapbyt the industry and by the vendor’s up-
front investments. If prepayment is an option, E&luates the cost savings to ensure the
benefit of prepayment outweighs the risks.

ITS discusses the evaluation of prepayment optigtis the customer. If customer requests
acceptance of a prepayment proposal, customer daasrthat decision in writing to ITS.

If a prepayment proposal is accepted, ITS inclddeguage in the resulting project contract
concerning the state’s ability to terminate based non-appropriation of funds and a
requirement for a pro-rated refund of prepaymerihéostate upon any allowable termination
of the contract.

ITS issues and uploads to SAAS a CP-1 Acquisitippraval document for the acquisition,
documenting the services or licenses, amount amefitame covered by the prepayment.

ITS sends a letter to the customer documentingsgieeifics of the prepayment authority,
citing DFA’s authorization for ITS to approve sumbntracts.

10.ITS sends a copy of the executed contract to tretomer for upload to the Merlin

Award/Contract Interface.

11.Customer proceeds with the purchase, using thenmafion uploaded to SAAS by the ITS

CP-1 process to encumber funds and make paymestoi@ar will attach a copy of the
project-specific prepayment approval letter fron$ fb the payment voucher.

AUTHORIZATION LETTER FROM DFA: Waiver for ITS to gpove multiple payments

http://dsitspe01l.its.ms.gov/its/procman.nsf/f4adBtad9d8c86256daa0063e1f0/74904c1614al
9d518625774900641931/$FILE/2010%2006%2018%20DFA % 08%620for%201TS%20to
%20approve%20multiyr%e20payments. pdf

Source: 7-7-27
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Part 205 Chapter 5: Procurement Process
Rule 205.4: 009-025 Procurement Process: CP-1 Appa Documents and SAAS

ITS CP-1 Acquisition Approval Form

The ITS CP-1 Acquisition Approval form is used ttify agencies and institutions that ITS has
approved the agency or institution’s requestlieracquisition of information technology
equipment, software, or service or has approveeiemption of a procurement from ITS.

Upon approval, ITS prepares the form and email&(dig, mails, or faxes the CP-1 to the
designated contact at the customer agency orutistit This form specifically identifies the

name of the vendor, a list of the products apprpasdociated costs, and any additional pertinent
information for acquisitions made through ITS, apécifies the nature of the purchase and the
maximum expenditure amount for exempted procuresnent

For acquisitions made through ITS, the form isabency/institution’s authorization to issue a
purchase order and/or to make ongoing paymentsetegecified vendor for the products or
services identified on the form and at the pritesiized. The agency/institution should
promptly issue a purchase order upon receipt oCthel as the CP-1 is based upon proposal
pricing the vendor is bound to honor for a speditiene period.

For acquisitions that involve recurring paymeritg, €P-1 form specifies an effective date and
expiration date, authorizing payments throughoat time period. The frequency of payment,
payment amount, and total number of payments todde are also indicated on the CP-1.

The CP-1 form should be kept with related financéglords to provide an audit trail of ITS
approval. The CP-1 number must be referenced cmredated purchase order(s). If a CP-1
approves payment of recurring costs, the datesreduwy the payment should be specified on
the purchase order.

CP-1 Form and SAAS

For state agencies, ITS loads the CP-1 approvalrdent into the Statewide Automated
Accounting System (SAAS). Related SAAS documentstmeference this CP-1 for processing
of payments.

ITS uploads newly-approved CP-1s to SAAS nighthypi customer request in an emergency.
The CP-1 data creates a PASM table entry in SAAaSghblls the CP-1 number ("Agreement
Number"), a description of what is to be purchastalit and end dates, and the authorized
spending limit, from the CP-1.

The CP-1 number used in the ITS automated systehp@amed on the CP-1 has the format
YYYYNNNN, where YYYY is the 4-digit state fiscal y& in which the approval was issued and
NNNN is a sequential integer unique to each CPsded in a fiscal year. The CP-1 number is
modified for entry into SAAS to have the followifigrmat: CAAA-YYNNNN, where AAA is

the SAAS agency code, YY is the 2-digit state figear in which the approval was issued, and
NNNN is the sequential integer from the CP-1.
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Purchase orders for information technology equipgreaftware, or services for which ITS has
issued a CP-1 approval are initiated in SAAS vizoanputer Services ("CS") document. The
appropriate CP-1 number must be entered into tiReI'&" field on this screen in the format
described above.

CP-1 Revisions (Replacement CP-1s)

It is necessary to contact ITS for revised or edéehapproval if any of the following occur:
(1) Major changes to the configuration;

(2) The vendor or vendor name changes;

(3) The CP-1 has expired and payments still nedxt tmade;

(4) The cost exceeds the life cycle cost authoraethe CP-1.

ITS approves a revision or extension by issuingpdacement CP-1. The replacement CP-1 has
a different CP-1 number than the original CP-1 amids the CP-1 being replaced. Once you
have received a replacement CP-1, please discentisel of the CP-1 which was replaced.

It is not necessary to acquire revised ITS appréwaprice decreases or minor configuration
changes.

Life Cycle Cost Authorization on the CP-1

The CP-1 containstatal lifecycle cosand details to show how the lifecycle was derivéte
agencyl/institution is authorized to make paymenthé vendor specified on the CP-1 up to this
amount.

CP-1 Lifecycle Limit:

(1) Base Price:

« For ongoing CP-1s authorizing monthly, quartesmi-annual, or annual licensing,
hosting, maintenance, support, rental, or leasehase payments, the base price is calculated
as follows:

base price = number of payments (determined by prected life cycle) x payment amount

« For purchase or one-time CP-1s, the base pricadslated as follows:
base price = the purchase or one-time price

e For not-to-exceed CP-1s (for instance, a CP-lauizing a maximum number of hours for
programming services charged by the hour, payabiecarred in varying amounts and/or at
non-cyclic times) the base price is calculatetbsws:

base price = sum of all payments (if applicable, éaulated as hourly rate or average hourly

rate x the maximum number of hours of service)

(2) Cost increases allowed per the RFP and/or th@wgtract:

For CP-1s (typically only ongoing CP-1s) based ugoiRFP and/or contract that allows a
periodic percentage increase in hourly rates, dnrmaatenance, or other ongoing cost, this
increase is included in the amount authorized erdR-1.

(3) Allowance for nominal pricing fluctuations:
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ITS adds one percent of the life cycle cost, ua total of $1,000, to allow for nominal,
nonmaterial pricing fluctuations and/or roundingailepancies.

The CP-1 Lifecycle Limit is computed from the Basérice, including the maximum
periodic percentage increase allowed in the RFP @ontract, with one percent (not to
exceed $1,000) added for minor price fluctuations.

Source: 25-53-5 (0)
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Part 205 Chapter 5: Procurement Process
Rule 205.5: 009-070 Procurement Process: Deadlinies Submitting Requests

Each year, ITS sends a reminder to our customeap@mioximate turnaround times required to
conduct IT procurements, as well as the correspgndeadlines for submitting projects that
must be completed during the current state anddéélscal years. These timelines are intended
to help ensure procurement requests are subnititd@S in time for completion within the
customer's desired time frames and in time toivecapproval for any expenditure with a
funding deadline or other external time constraints

This handbook shows a range of elapsed time radjtoreprocessing each procurement type and
dollar amount (Procurement Limits Policies: Sectidrb-010and015-020. Unless you have
already had specific discussions with ITS procumenstaff regarding a project schedule, the
high end of each range should be used as a guedieiinvhen requests need to be submitted to
ITS to ensure the procurement is completed in tomaeet your needs.

In addition, the associated deadlines3tate andFederal Fiscal Yearacquisitions are listed in
the attached table. Please note that requestisefsonnel services and maintenance contracts
under the purview of ITS that are to be paid frathex the old or new fiscal year funds and that
begin on or near the beginning of the state orriddescal year should also be submitted by the
fiscal year deadline. (e.g. maintenance that shbelrenewed effective July 1)

Please continually review your state and fedenadlifig and your information systems needs and
submit all procurement requests to ITS accordintpéodeadlines and timeframes shown. Some
complex requests, such as those requiring extersgiseems analysis or engineering surveys
prior to RFP development, take more time than egid on the schedules below. ITS will work
with you to develop a project plan and timetableatlniress these types of requests. ITS will
work with you to have all other requests submitigdthe deadline dates completed within the
timeframes shown and by the June 30 and Septerflfending deadlines when applicable

We believe the schedules shown below give you amdstaff sufficient time to ensure your
project receives adequate attention for the sizecamplexity of the acquisition. Each June and
September, procurement requests are at risk ofmeeting the funding deadlines because they
were not submitted in time to complete the purchassompliance with state and federal laws.
When the procurement timeline is too compressedstaif cannot complete procurements that
(&) meet all legal requirements for competitive gmsals; (b) provide a thorough and legally
defensible evaluation of vendor proposals; andd@jelop project contracts that adequately
protect the customer’s interests. Also, we makestaffing plans based on the requests we have
received and may not have adequate staff resoar@@able to process requests received after
these deadlines.

ITS understands that our customers sometimes dbatte information concerning the
availability of funds for technology acquisitionatil after these deadlines. ITS is committed to
assisting you at any time, in any way we are afllee options we are aware of for helping you
to complete your purchases with tighter timeframed/or those submitted after these deadlines
are: (1) you can use your own staff and/or contstatf for more of the up-front research and
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preparation of the request and to assist availdl8estaff throughout the procurement; or (2) you
may request an exemption on a Procurement Reqoest &d, with ITS’ approval, make the
purchase yourself, assuming the responsibilitydlowing all purchasing lawsITS assistance
for projects requiring a tighter timeframe or received after the deadlines may be charged
at a higher hourly rate to cover our additional exgnses.

If you are unable to have the formal request prepaed by the scheduled submission date
but are aware of upcoming purchases that have a mding deadline, please call Lynn
Ainsworth at 601-432-8150 or Tina Wilkins at 601-43-8161 on or before these deadline
dates. We will work to help you meet your objectigs in the required time frame.

Thanks in advance for your help in making sure aeehadequate time and resources to process
your technology acquisitions to meet all your reguients and all statutory responsibilities. If
you have any questions or suggestions related i® rtiemorandum, please call Martha
Pemberton, Information Systems Services Director.

Cat Time Reauired f Submission Deadline Submission
ategory Ime Required 1or ¢4, 3une 30 Funds: Deadline for
Procurement September 30
Process: =
Requests requiring 3 - 8 months January 1 April 1
Board approval and
an RFP
2 - 5 months February 1 May 1
Requests not
requiring Board
approval but
requiring an RFP
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1 - 3 months .
Sole Source or April 1 July 1

Exemption
requests requiring
ITS Board
approval;
Requests for
competitive
procurements not
requiring
Board approval ang
using
existing
procurement
instruments

p ==

All other 1 month +/- June 1 September 1

procurement
requests

Notes:

(@) Thelifecyle cosincludes all costs associated with obtaining temibr service and with
maintaining and operating it for its projected lifgcle. Examples of costs in each category
include: (1) Initial and/or one-time costs: purahgsice, freight, installation, and cost to exegcis
purchase option; (2) Ongoing costs: maintenamasd, rental, associated personnel costs, and
telephone line charges. A more complete list fthlzategories is contained in t¥iendor
Informationsection of the ITS RFP boilerplate, found in tmedarement Handbook. Lifecycle
costs are computed over a three to five year peuaoléss factors relevant to a specific project
dictate a different time period.

(b) Contact ITS to see if there is an existing prement instrument that can be used for
your acquisition.

Source: 25-53-5 (0)
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Part 205 Chapter 5: Procurement Process
Rule 205.6: 009-080 Procurement Process: Public 8®ds Requests

The attached pdf contains diagrams of the ITS Bukdicords Request Process.
Table of Contents:

Page 1: Request for Standard Documents

Page 2: Custom Request (without 3rd party notifice

Page 3: Custom Request with 3rd Party Notification

Public Records Process Flow:

http://dsitspe01l.its.ms.gov/its/procman.nsf/fAad¥Btad9d8c86256daa0063e1f0/b2c47d4fc426
93ba862576d30062d2b5/$FILE/Public%20Records%20Bsquef

Source: 25-61-1, et seq
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Part 205 Chapter 5: Procurement Process
Rule 205.7: 009-090 Procurement Process: Vendordests

ThelITS Protest Procedure and Poldgcument outlines the process by which any pahy is
aggrieved in a procurement process may file a fopraest. ITS makes every effort to conduct
fair and open procurements and to be proactivespanding to any vendor concerns throughout
the process. Vendors are urged to contact thegmigsid ITS project manager for the
procurement as soon as an issue or concern is.ndf&lwill make every effort to evaluate the
concern and to respond appropriately without reéggithe vendor to file a formal protest.

Before filing a protest, vendors are strongly emaged to meet with ITS staff to review ITS
process documentation for the relevant procuremgwt. the ITS Protest Procedure and Policy,
vendors are required to attendPast Procurement Revielefore filing a formal protest of any
contract award.

Refer t0009-001 ITS Procurement Process Fldarsadditional information. The specific flow
for the Protest Process can be found on page 10.

Source: 25-53-5 (n)
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Part 205 Chapter 5: Procurement Process
Rule 205.8: 009-100 Procurement Process: Disposals

Disposals of Information Technology Equipment

Agencies and institutions should dispose of compatel telecommunications equipment in
accordance with guidelines published by the Stateitar's Office in theProperty Officers
Manual Procedures for the disposal of state propestyfanther detailed in the Department of
Finance and Administration@ffice of Purchasing, Travel, and Fleet Managenioturement
Manual Chapter 8.

The Department of Environmental Quality also pregi@omputer Recycling Guidelinem its
website, including information on environmentaluiss related to the disposal of computer
equipment.

Agencies and institutions need to consider th@talg when disposing of or canceling leases
for computer and telecommunications equipment:

(1) Cancellation of Insurance and/or Maintenance Ceerage

« If you dispose of or transfer equipment coverednisyrance, be sure to coordinate
cancellation/transfer of insurance as well so yloat will not be liable to pay insurance
coverage on equipment that has been disposedtiErmferred.

« If you dispose of or transfer equipment covereddrydor maintenance, be sure to cancel this
maintenance so that you will not be liable to payrhaintenance on equipment you no
longer have.

(2) Disposal of Equipment with Accruals

If your agencyl/institution has been renting or legsequipment that is still of value and has
accruals that can be applied toward a purchaseslyould attempt to locate another state agency
or institution that would like to take advantagelodse accruals.

(3) Disposal of Equipment With Value

If your agencyl/institution is disposing of equiprhémat is still working or that could be of some

value, you should attempt to locate another stgé@@y or institution that would like to have the

equipment. The recipient should be aware, howedeany costs associated with operating or
maintaining the equipment that might result in mesgense to the recipient than newer
technology. The recipient should also be awart tinese associated costs may require ITS
approval.

(4) Disposal of Equipment as Salvage

Training centers such as those at state commuoiiigges and high schools can often use broken
or old equipment for spare parts or to train stislen equipment assembly and repair.
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Regardless of the disposal method used, each agewncynstitution must ensure that all
proprietary computer programs and all data have bea completely erased from storage
devices prior to disposal or transfer of the equiprant, using industry best practices to
ensure the information cannot be reconstructed.

Source: 25-53-5 (¢)
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Part 206 Chapter 6: Procurement Instruments
Rule 206.1: 011-010 Procurement Instruments: Requissfor Proposals (RFPs)

ITS law requires that all acquisitions of compugguipment and services involving a lifecycle
cost of more than $50,000.00 ($25,000.00 for ptejamded by the American Recovery and
Reinvestment Act) be awarded based on competitideopen specifications. Statute also
requires that the procurement be advertised emaspaper having a general circulation in the
state (i.eThe Clarion Ledgeérat least fourteen calendar days prior to recgiviendor bids and
proposals.

ITS uses the Request for Proposals (RFP) as thenmsnt of choice for obtaining competitive
pricing and offerings in compliance with this statatute. The RFP outlines the functional
requirements for the equipment, software, and sesvneeded, and vendors respond by
proposing solutions and pricing that satisfy thesplirements. Proposals and vendors are
evaluated in terms of the ability of the solutiorsttisfy the stated requirements and best meet
the needs of the purchasing agency over the expéfgef the equipment or system. The
evaluation is based on predefined evaluation @iiarwhich price is not the only factor. Some
of the criteria for assessing the proposals rededwre necessarily subjective. It is the
responsibility of ITS and the purchasing entityetsure the evaluation process is fair and
defensible.

Custom RFPs may be developed for the procuremenigbfdollar, complex, unique
acquisitions by a single agency. The ITS staff tr@drequesting agency or institution develop
an RFP detailing the specific equipment, systerftwsoe, and/or service requirementseneral
RFPs Special RFPsand RFPs issued f&PLs(Express Products Lists) are prepared by ITS to
meet the needs of multiple customers. Seéhiéi-Use RFP Index (MURI)for a list of

current general, special, and EPL RFPs. While ssmmaler project may require custom RFPs,
ITS makes every effort to use the instruments erMJRI for purchases of products and
services within the scope of these instrumentgwer the procurement costs for both customer
and vendor.

Solicitations of proposals are publishedrime Clarion Ledgeand on the ITS website . Any
vendor may request a printed copy of the RFP (lysugh an associated fee) or download the
contents from the Internet at no cost in eitherW&d or Adobe format . From th&éS

website select "Procurement” on the left hand side ofbvepage. The link RFPs
Advertised (Note: This is also a Quick Link on the rightldaside of the homepage.)

Some RFPs include a mandatory or optional pre-malpeendor's conference. The date and
location of the conference will be published in tiesvspaper and Internet ads and will also be
printed on the front page of the RFP. For mangatonferences, only companies who had
representatives sign in at the vendor's conferanitee allowed to submit proposals as the
primary contractor.

Proposals are due at 3:00 p.m. on the specifiezlatat are submitted to the ITS administrative
office at 3771 Eastwood Drive, Jackson, Mississg§g#i11, per instructions on the cover sheet
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of the RFP. ITS opens, logs in, and performs amiary validation of proposals received. A
Register of Proposals is posted in the Internéd\fiohg the proposal opening.

ITS and the procuring agency jointly evaluate theppsals received, obtain ITS Board approval
if required, and negotiate a contract with the alsdrvendor.

Although most RFPs developed for specific custoagemcy projects are used for a single
purchase, the ITS RFP template contains langudm®iay) the reuse of any award at the
discretion of the State and with the concurrenciénefvendor.

Refer to009-001 ITS Procurement Process Fldarsadditional information. The specific flow
for Competitive Procurements: RFPs can be founpame 3.

Source: 25-53-3 (g)
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Part 206 Chapter 6: Procurement Instruments
Rule 206.2: 011-030 Procurement Instruments: ExprasProducts Lists (EPLS)

Express Products Lists (EPLs) are compilationsroppsals competitively solicited by ITS,
evaluated, and awarded, ususally to multiple vesydor the purchase of IT commodity
products. These lists, when used in accordandelW& instructions, meet all requirements of
Mississippi law for legal competitive procuremehtechnology products.

EPL categories are added, changed and dropped bpsegurchasing demand. Agencies,
universities, community/junior colleges, K-12 scls@nd other governing authorities may, but
are not required to, use the lists to make inforonatechnology purchases in accordance with
ITS procedures and guidelines.

Note: When an ITS customer uses an ITS Express$uets List as their procurement authority,
that customer is accepting, by their use of therumsent, the requirements as described in the
published EPL, the underlying Request for Propasal, when applicable, the EPL Purchase
Agreement or contract executed by the EPL venddn&8 on their behalf.

EPL Distribution
ITS publishes selectdgixpress Products Lsbn the ITS website.

ITS will distribute single copies of some EPLs upequest to the individual designated by your
agencyl/institution to receive EPLs (typically therghasing agent). Please distribute additional
copies to interested persons in your agency/irniiru

Procedures for Using Express Products Lists

Agencies may make purchases from an EPL up todlardimit specified in the specific EPL
without advance approval from ITS. For furtheommhation regarding dollar limits and use of
EPLs, see the following sections of this handbogk:
http://www.its.state.ms.us/its/procman.nsf/Mastedlibd-rameset? OpenFrameSet&Frame=Notes
View&Src=_f5tkn8spfelp6uordc5n2srjjconk4u9568046djphusjpahimgs3cc5g6afgfelimsk3l
ctiicgblehnkcsjldlim80Procurement Limits Policies: State Agencigsction 015-010(2)
Procurement Request Types: Planned Purclses#ion 013-080and (3) ITS
Telecommunications Contracts and Services for Stgencies Section 011-080.

Universities may make purchases from an EPL upealbllar limit specified in the EPL without
advance approval from ITS. For further informatsae the following sections of this handbook:
1)
http://www.its.state.ms.us/its/procman.nsf/Masteasiibd-rameset?OpenFrameSet&Frame=Notes
View&Src=_f5tkn8spfelp6uordc5n2srjjconk4u9568o46amkusipahimgs3ccb5g6afgfelimsk31
ctiicgblehnkcsj1dlim80Procurement Limits Policies: IHLs, Sectibh5-020and (2) ITS
Telecommunications Contracts and Services for |FHesstion 011-085.
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Governing authorities may make acquisitions frontE&h up to the dollar limit specified in the
EPL.

If an EPL that is maintained on an ongoing baspsres prior to the publication of a new list, it
is acceptable to purchase from the list if the wemvdll still honor the proposal. However, in
light of continuously improving technology and detig prices, ITS advises that the purchaser
verify they are buying appropriate technology aolitg lower pricing when using an EPL near
or past the end of every EPL life cycle.

Purchase orders using an EPL must be coded witBRtheNumber (RFP Number plus the
Offering Reference Number) and a copy of the apple EPL pages should be retained with the
purchasing documentation to provide an audit trail.

Items included on ITS Express Products Lists asetbaipon customer buying demands. ITS
does not necessarily endorse or support produpesagaipng on an EPL.
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Responsible Use of EPLs

EPLs are excellent tools for making routine purelsasThey are, however, general purpose in
nature and must be used responsibly and in gotd fahe larger the dollar amount purchased
from an EPL, the more evaluation and documentasi@acommended. The following are
guidelines for responsible use of an EPL:

Always consider the alternative of bidding theghase, especially large purchases, if you
reasonably expect that you would get better pricingontractual terms and conditions that
obligate the vendor to meet your specific requinetsle Document for the purchasing file the
rationale for using the EPL versus bidding the pase.

There are generally multiple offerings of the samequivalent products on the list. The
multiple options on the list provide the purchaséh selection flexibility and protection
against delivery difficulties. Since there are tiplé options, the purchaser is responsible for
evaluating each option within the category and doenting for the purchasing file the
rationale for making a selection.

ITS encourages purchasers to aggressively seddetgossible value from an EPL based
upon established EPL specifications and propodaiing is one major factor in selecting
vendors for the EPL. However, because pricingrffmrmation technology hardware
generally tends to decrease, ITS strongly enc@srpgrchasers to check with the vendor
before placing an order. Vendors are requirechibytérms of the EPL to pass price
decreases to the State. If purchasing multipfasteéom the list, check with the vendor
about quantity pricing. Many vendors price theogosals based upon "quantity of one"
purchases and may be able to provide a better pased upon quantity purchases.
Purchasers should be aware that it is often apjatepo negotiate with EPL vendors for
better pricing, especially when multiple units beéng acquired or the EPL is approaching
the end of its cycle.

EPL customers are encouraged to secure thesepbesible value” scenarios in writing
from all EPL vendors meeting their specificationthwm a given class. Award the purchase
to the lowest and best bidder and maintain all deemtation with the purchasing file as an
audit trail.

To maintain the integrity of the EPL process, EREtomers and vendors must adhere to all
requirements of the RFP and the Instructions fa& kdemo issued for each EPL. If you have
guestions, please contact the ITS Procurement Blefii at601-432-8166.

Tips for Making a Successful EPL Purchase

Compatibility can be a major issue in configuringprmation technology. ITS strongly advises
you to contact the vendor to make sure componentpuyrchase from any EPL will be
compatible with each other or with your existingignent.
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Technical specifications may not all be representethe EPL printout. ITS strongly advises
that you contact the vendor to verify all critisplecifications about the product you intend to
purchase.

Vendors are required by the terms of their EPL psaifs to provide timely delivery of items on
the list. There are occasionally circumstancesphatent a vendor from making timely
delivery. Please report problems with timely detivto ITS. Vendors who have chronic
difficulties delivering will be excluded from futearEPLs. However, to mitigate any delivery
problems|TS strongly encourages you to check with the venddefore you place an order,
especially near the end of the fiscal year or wheyou have other critical delivery
requirements.

If there is a problem with item availability, thendor is expected, within reason, to offer you an
equivalent or better substitute at or below thegiodl price. It is your responsibility to make
sure that the substitution is equivalent to ordydttan the original offering.

If you have difficulties using or suggestions refiag an EPL please let ITS know. Our address
is:

Information Technology Services

ATTN: EPL

3771 Eastwood Drive

Jackson, MS 39211

FAX: (601) 713-6380

You may also contact the ITS Procurement Help 2¢€01 432-8166.

Source: 25-53-5 (0)
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Part 206 Chapter 6: Procurement Instruments
Rule 206.3: 011-050 Procurement Instruments: Genefr&FPs and Letters of Configuration

ITS uses general RFPs for multiple routine acquoisét by agencies of such items as LAN/UNIX
hardware and software, cabling, telephone equipmeginframe/midrange components, and IT
consulting services. To avoid the time and exp@&mgaved in soliciting individual proposals

for each such acquisition, ITS advertises peridlyid¢a receive proposals on these high-volume
categories of information technology.

Proposals received in response to a General RRsackfor a specified period of time, usually
one year. There is no sole winning vendRmposals are submitted in the basic format of a
vendor catalog. Therefore, ITS validates the prapbst does not perform an evaluation or
selection at the time proposals are submitted.

ITS uses General RFPs in conjunction with CompetiBrocurement Requests received from
customer agencies and institutions. When a custsaimmits a request for equipment, software
or services in a General RFP category, ITS quesedor responses to that General RFP to see
which vendor offerings fit the scope of the customproject. An abbreviated solicitation, called
a Letter of Configuration (LOC), is sent to thesmdors, and each vendor has the opportunity to
submit a proposal with pricing and other requestémmation. Selection of the lowest and best
alternative submitted in response to the LetteCarffiguration is based upon the requestor’s
unique project requirements detailed in the LedfeConfiguration.

General RFPs are for use by the ITS staff on behatif the procuring agency or institution.

General RFPs are NOT for use by agencies, institains, and governing authorities without
ITS involvement.

Refer t0009-001 ITS Procurement Process Fldarsadditional information. The specific flow

for Competitive Procurements: LOCs can be foungage 4.

Source: 25-53-3 (g)
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Part 206 Chapter 6: Procurement Instruments
Rule 206.4: 011-060 Procurement Instruments: SpediRFPs

ITS issues RFPs on request of a customer or custdmestablish a multi-use award for a single
agency or group of agencies or institutions. Hmns and intended users and uses of special
RFPs are spelled out in the specifications withenRFP. Special RFPs are administered by ITS
or by the requesting agency. A list of current@geRFPs is contained in tihéulti-Use RFP
indexon the ITS website.

Source: 25-53-3 (g)
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Part 206 Chapter 6: Procurement Instruments
Rule 206.5: 011-070 Procurement Instruments: Coopative Purchasing Agreements

ITS statute requires that acquisitions of technplogrdware, software, and services involving
the expenditure of funds in excess of $50,000¥itéx cost ($25,000 for projects funded by the
American Recovery and Reinvestment Act) be based apmpetitive and open specifications.
This statute further requires that contracts festhacquisitions be entered into only after
advertisements of proposal solicitations are phblisin one or mordaily newspapers having

a general circulation in the Statenot less than fourteen days prior to receivingpsals. This
section of the Mississippi Code, with its requirei®r advertisement in a local newspaper, has
limited the ability of Mississippi agencies to usmperative purchasing agreements established
by other local, state, and federal entities fohtexdogy purchases.

In recent years, changes to Mississippi public lpascng code and subsequent interpretation of
new and existing statute by the Mississippi Attgr@eneral have provided two avenues for the
utilization of cooperative purchasing agreementghe acquisition of information technology
products and services:

(1) Certified Purchasing Offices:

Senate Bill 2344, 2003 Regular Legislative Sessaoided Section 31-7-13 (m) (xxix) to
Mississippi Code, exempting from bid requirementechases made toertified purchasing
offices of state agencies pursuant to qualifying coopezgiurchasing agreements. Attorney
General Opinion No. 2004-0572 affirmed that ITS tiee authority to establish rules and
procedures for the utilization of cooperative pasihg agreements by certified purchasing
offices for information technology purchases. Seetified Purchasing Office Guidelines the
DFA website for the requirements for certificatiemmd for a list of certified purchasing offices in
the state.

(2) Cooperative Purchasing Agreements approvetidpepartment of Finance and
Administration

Mississippi Code Section 31-7-7 (b), charges thpadenent of Finance and Administration
(DFA) with arranging purchasing agreements forabguisition of commodities by Mississippi
public entities. Once these agreements are esttallj purchases may be made through the
provisions of Mississippi Code Section 31-7-13 (i)))which provides an exemption from bid
requirements for acquisitions made from such agee¢sn Attorney General Opinion No. 2006-
0159 states that DFA may adopt as its own apprpuechase agreements the cooperative
agreements that have been developed by other ataddscal governments. Attorney General
Opinion No. 2006-0457 provides that ITS has théauty to adopt procedures for submitting
purchasing agreements to DFA for approval to Heeat by ITS on behalf of agencies and
institutions of the state.

To initiate a technology purchase from any coopezgiurchasing agreement utilizing either of
the two approaches outlined above, submit a proocemé request to ITS.

Procedure for making technology acquisitions fraopgerative purchasing agreements:

« Submit a Competitive Procurement Request formuuhiolg the Cooperative Purchasing
Agreement Addendum to the request form.

« Indicate whether your agency or institution is atified Purchasing Office.
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ITS will evaluate the request, including the agémqystification that use of the cooperative
agreement is "in the best interest of the governreetity" (a statutory requirement in
Mississippi Code Section 31-7-13 (m) (xxix)). Colesations will include an evaluation of
comparable market pricing; comparisons with angtaxy ITS purchase instruments that
cover the same products; the uniqueness of theuptad service in the marketplace;
contract terms and conditions; and cost and tigairements for acquiring the product or
services in another manner.

If the requesting agency or institution is not atffied Purchasing Office and the
cooperative agreement has not been previously apgroy DFA, ITS will submit the
cooperative purchasing agreement to DFA for apprasa DFA purchase agreement.

If this is the first time this cooperative agreemleas been used for a technology
procurement through ITS, ITS will research the regruents for use, including any
necessary organizational memberships or otherquisiees. The requestor should provide
any known information concerning these requirementthe Cooperative Purchasing
Agreement Addendum form submitted to ITS.

ITS will issue a CP-1 with special "cooperativeghasing” language included. (NOTE: ITS
approvals for using a cooperative purchasing ageaélre project-specific and on a project-
by-project basis.)

ITS will work with the customer on any contract plgment required.

ITS will work with the customer to obtain a comglétw-9 form, if the vendor is not in

SAAS, & to provide the vendor with information dmetState's requirement for receiving
payment through PayMode.

Source: 31-7-13 (m); 31-7-7 (b)
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Part 206 Chapter 6: Procurement Instruments
Rule 206.6: 011-080 ITS Telecommunications Comtcts and Services for State Agencies

Per state statute, all telecommunications systemsarvices affecting the management and
operations of the state must be acquired through [Mhe following table lists the major voice
and data telecommunications services providedate styencies through ITS and/or through ITS
contracts.

Please note that the standard procurement delagatmnot apply to telecommunications
services and systems. Seajuisition of Telecommunications Services by Stagenciesfor
details.

Senate Bill 2514, 2005 Regular Session [codifieMassissippi Code § 25-53-171], established
the Mississippi Wireless Communication Commissamd tasked the Commission with the
responsibility for approving all wireless commurtioa purchases within the state and for setting
forth rules and regulations governing these pureha$eéurchasing Rules, Guidelines, and
Proceduresn the WCC website for additional information resiag wireless communication
purchases.

For price or other information for Service AreaS ¥ 7, contactscustsv@its.ms.govSed TS

EPLsfor products and pricing in Service Area 6. Fay gelecommunications services or
systems not listed, contacicustsvc@its.ms.gov.
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Product/Service Includes: ITS Approval Process:

Area:

(1) Local Area 0 Business Lines ("dial |No delegation. ITS has conducteq
Access Line chargestone”) these procurements on behalf of {
for traditional voice |[] Trunking (DID, ISDN- |State and has contracts in place f

communication
services (any voice

PRI,
combination)

OGO, or any

these services.
Contact ITS directly as outlined

he
Or

he
Or

communication line | [ Centrex Lines above for additional details and tq
other than radio 0 Basic telephone arrange for these services.
circuits) installation:  Greater Jacksor]
Area only
O Basic data cable
installation:  Greater Jacksor]
Area only
0 Voice Mail services
(2) Long Distance |[] Intra-LATA calls No delegation. ITS has conducted
Toll Services O Inter-LATA calls these procurements on behalf of {
0 Interstate calls State and has contracts in place f
O International calls these services.
0 Toll-free service (i.e. |[Contact ITS directly as outlined
"800" type  service) above for additional details and tq
0 Calling cards arrange for these services.
(3) Audio and Web |[] Operator Assisted No delegation. ITS has conducted
Conferencing O Reservationless these procurements on behalf of t
O Document Sharing State and has contracts in place f
O Streaming video these services.
Contact ITS directly as outlined
above for additional details and to
arrange for these services.
(4) Data O Inter-LATA circuits No delegation. ITS has conducted
Communication O Intra-LATA circuits these procurements on behalf of t
Services O MPLS circuits State and has contracts in place f
O State backbone these services.
O Internet access Contact ITS directly as outlined
O DSL above for additional details and to|
arrange for these services.
(5) Data Routers providing connection tﬁ)ubmit Procurement Request to I
Communication the statewide backbone netwoffior any router that is a direct
Equipment connection to the statewide
backbone.
NOTE: If nota state backbone
network border device, purchase
using standard delegation limits a
procurement procedures.
(6) Two-way radios Delegation to purchase outside H

Telecommunication

up to $50,000 (up to $25,000 for

FPL
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Express Products
Lists

projects funded by the American
Recovery and Reinvestment Act
(ARRA).

Submit standard procurement
request or use EPL above $50,000
(above $25,000 for projects funds
b ARRA);

Requires WCC approval above
$100,000 per project or per fiscal
year;

May use MSWIN Contract as EPL
for equipment on Mobile, Portable,
and Dispatch Console Equipment]
List;

Submit standard procurement
request above EPL fiscal year
spending limit ($100,000).

3%
o

Cellular and other wireless
devices and services

Agencies and IHLs must purchase
cellular devices and services from
theMaster Cellular Agreement
No dollar limit to purchases from
Master Cellular Agreement by any
government entity;

All exceptions to Master Cellular
Agreement by agencies and IHLs
require ITS approval;
Competitive procurement required
for any exception with a cost >
$50,000 per fiscal year (> $25,00(
for projects funded by ARRA);

Pager equipment and services

Delegation to puraase
$50,000 (up to $25,000 for projegts
funded by ARRA).without ITS
involvement if obtaining 2 written
guotations;

Submit standard procurement
request above $50,000 (above
$25,000 for projects funded by
ARRA).or for sole-source
acquisitions above $5,000;

E-911equipment and services

Delegation to purchatsde EPL
up to $50,000 (up to $25,000 for
projects funded by ARRA).
Submit standard procurement
request or use EPL above $50,00

[oNN &)

(above $25,000 for projects funde
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by ARRA);

Submit standard procurement
request above EPL spending limit
Wireless communication purchasg
from E-911 EPL require WCC
approval above $100,000.

bS

(7) Telephone Telephone sets (single and
Equipment, Systemgmnulti-line)
and Maintenance

Delegation to purchase using
standard delegation limits and
procurement procedures.

Key Systems Delegation to purchase using
standard delegation limits and
procurement procedures.

PBXs Delegation to purchase using

standard delegation limits and
procurement procedures.

Hybrid Systems

Delegation to purchase using
standard delegation limits and
procurement procedures.

Phone system maintenance

Delegation to purchaseg usi
standard delegation limits and
procurement procedures.

Pay Phones

Delegation to purchase using
standard delegation limits and

procurement procedures.

Source: 25-53-101 through 125; 25-53-171

83



Part 206 Chapter 6: Procurement Instruments

Rule 206.7: 011-085 ITS Telecommunications Coratcts and Services for Institutions of
Higher Learning (IHLS)

Per state statute, all telecommunications systemsarvices affecting the management and
operations of the state must be acquired through [Mhe following table lists the major voice
and data telecommunications services that candaedad to state institutions of higher learning
through ITS and/or through ITS contracts.

Please note that, for the acquisition of telecommucations services and systems, the normal
delegation of procurement authority by ITS to the nstitution of higher learning does not
apply. SeeAcquisition of telecommunications Services by IHbs details.

For certain telecommunication products and seryid&s has compiled and published Express
Products Lists that can be used by IHLs in theseiaitions.

Senate Bill 2514, 2005 Regular Session [codifieMasissippi Code § 25-53-171], established
the Mississippi Wireless Communication Commissemmd tasked the Commission with the
responsibility for approving all wireless commurtioa purchases within the state and for setting
forth rules and regulations governing these purehaSeéurchasing Rules, Guidelines, and
Proceduresn the WCC website for additional information redjag wireless communication
purchases.

For price or other information for Service AreaS br 7, contactscustsv@its.ms.govSed TS

EPLsfor products and pricing in Service Area 6. Fay telecommunications services or
systems not listed, contacdcustsvc@its.ms.gov.
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Service Area:

Includes:

ITS Approval Process:

(1) Local Area Access: Line
charges for traditional voice
communication services (any
voice communication line
other than radio circuits)

O Business Lines ("dial
tone")

O Trunking (DID, ISDN-
PRI, OGO, orany
combination)

No delegation. ITS has
conducted these procurementg
behalf of the State and has
contracts in place for these
services.

0 Centrex Lines Contact ITS directly as outlined
above for additional details anc
to arrange for these services.

(2) Long Distance Toll Services Intra-LATA calls No delegation. ITS has

O Inter-LATA calls conducted these procurements

O Interstate calls on behalf of the State and has

O International calls contracts in place for these

O Toll-free service (i.e. [services.

"800" type  service) Contact ITS directly as outlined

O Calling cards above for additional details ang
to arrange for these services.

(3) Audio and Web O Operator Assisted No delegation. ITS has
Conferencing O Reservationless conducted these procurements

O Document Sharing  |on behalf of the State and has

O Streaming video contracts in place for these
services.

Contact ITS directly as outlined

above for additional details ang

to arrange for these services.
(4) Data Communication O Inter-LATA circuits No delegation. ITS has
Services O Intra-LATA circuits conducted these procurements

O MPLS Circuits on behalf of the State and has

O State backbone contracts in place for these

O Internet access services.

O DSL Contact ITS directly as outlined

above for additional details ang
to arrange for these services.

(5) Data Communication
Equipment

Routers providing connection
to the statewide backbone
network

For any router that is a direct

connection to the statewide

backbone:
(a)Delegation to purchase,
following applicable
procurement laws, up to
$250,000 without ITS
involvement. MUST name
Cisco as manufacturer. OR
(b)Submit procurement
request to ITS.

NOTE: If nota border device,

purchase using standard
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delegation limits and
procurement procedures.

(6) Telecommunications
Express Products Lists

Two-way radios

Delegation to purchase outsid
EPL following applicable
procurement laws up to
$250,000 without ITS
involvement.

Submit standard procurement
request above $250,000;
Requires WCC approval above
$100,000 per project or per fis(
year;

May use MSWIN Contract as
EPL for equipment on Mobile,
Portable, and Dispatch Consol
Equipment List;

Submit procurement request tg
buy from EPL above EPL
spending limit ($100,000).

e

(1%}

Cellular equipment and
services

Agencies and IHLs must
purchase cellular devices and
services from thélaster Cellula
Agreement

No dollar limit to purchases fro
Master Cellular Agreement by
any government entity;

All exceptions to Master Cellul;
Agreement by agencies and IH
require ITS approval;
Competitive procurement
required for any exception with
cost > $50,000 per fiscal year
($25,000 for projects funded by
the American Recovery and
Reinvestment Act);

Pager equipment and serviceg

Belegation to purchase
following applicable
procurement laws, up to
$250,000 without ITS
involvement

E-911

Delegation to purchase outsidg
EPL, following applicable
procurement laws, up to
$250,000 without ITS
involvement

U
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(7) Telephone Equipment andTelephone sets (single and

Systems

Delegation to purchase using

multi-line) standard delegation limits and
procurement procedures

Key Systems Delegation to purchase using
standard delegation limits and
procurement procedures

PBXs Delegation to purchase using

standard delegation limits and
procurement procedures

Hybrid Systems

Delegation to purchase using
standard delegation limits and
procurement procedures

Phone system maintenance

Delegation to purchaseg usi
standard delegation limits and
procurement procedures

Pay Phones

Delegation to purchase using
standard delegation limits and
procurement procedures

Voice Mail services

Delegation to purchase using
standard delegation limits and

procurement procedures

Source: 25-53-101 through 125; 25-53-171
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Part 207 Chapter 7: Procurement Types
Rule 207.1: 013-020 Procurement Types: Revision

Request for Revised or Extended Approval

Agencies and institutions should complete and sandompleted Request for Revision to
Previous Approval and appropriate attachmentssésdlion the form to ITS to request changes to
a previously issued CP-1. A copy of tlevision request fornis available in PDF and Word
formats on the ITS website. Customers may alsangulevision requests via ITSnline
procurement request system.

ITS approves a revision or extension by issuinga G€P-1. The new CP-1 will have the same
Contract Number as the original CP-1 and any otbeision CP-1s previously issued for the
same project. For state agencies, the new CP-ategpdhe information in SAAS for that
contract record. Customers should continue to eaefs the same contract number when making
payments related to the project.

When to Request Revised ITS Approval

It is necessary to request revised ITS approvalatdin a replacement CP-1 in the following
instances:

« Expired Purchase CP-1that you still need to use. Please attach a ltien the vendor
stating that equipment can still be deliveredatielow) the pricing on the CP-1. Please
try to issue purchase orders promptly upon readipa CP-1 to avoid the problem of expired
CP-1s. Vendors submit pricing that they will hofmronly a limited amount of time. Also,
equipment may not be available after long periddsee. If the vendor can no longer
deliver the equipment at or below the price appdowe the original CP-1, it may be
appropriate to handle your revision request asaaprecurement.

« Expired Ongoing CP-1for hardware or software maintenance, softwaenbmg fees, etc.
The CP-1 from which you make ongoing payments kpged but you still need the
coverage. In this instance, ITS will confer wikletagency or institution and reference the
terms of the original proposal solicitation andttact to assess whether it is appropriate to
extend the current contract with the existing verado initiate a new procurement.

« Vendor Change. Whether for a purchase CP-1 or for an ongoing Cf®d ,need to acquire
revised ITS approval to change vendors. A changedors will typically require that ITS
handle the request as a new procurement unlesa mame or address change only.

e Price Increase. It is necessary to seek revised ITS approvapfime increases over the life
cycle amount authorized on the CP-1. $eens: Lifecycle CosandProcurement Process:
CP-1 Approval Documents and SAA& an explanation of the life cycle amount auihed
on the CP-1.
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« Major Configuration Change. Itis necessary to acquire revised ITS apprévamajor
configuration changes.

It is not necessary to acquire revised ITS apprémabprice decreases or minor configuration
changes.

Minor Configuration Changes

On Purchase CP-1s and CP-1s for a maximum amausitifémizes the configuration, typically
submitted in a proposal by the vendor and requebtethe agency or institution. It is not
necessary to request that ITS issue a replacemst © reflect minor changes made to the
configuration. Minor configuration changes mustgmlly meet the following criteria:

« Does not exceed the total life cycle cost specifiedhe CP-1,

« Inline with the proposal solicitation, the vendoproposal and the resulting contract,
« More or better capability at or below the origipaice,

« Inthe best interest of the state, and

« Acceptable to the agency.

An example of such a minor configuration change lkdoe an offer by a vendor to substitute
newly available microcomputers of the same brartti wifaster processing speed and/or with a
larger hard drive than those proposed within tfeedycle cost authorized by the CP-1.

On CP-1s of an ongoing nature, typically thosen@intenance, it is not necessary to request a
replacement CP-1 to reflect minor additions/detetionithin the life cycle amount authorized by
the CP-1.

An example of such a minor configuration change ldidae¢ an agency’s addition of several new
PCs which have recently rolled off of warranty aonith the deletion of several old printers
which have been disposed of by the agency.

The agency should document and keep in its fileatatit trail purposes the reason for all such
minor configuration changes and document that tm@nges are in line and are in the best
interest of the state. The agency will need toiirithis documentation to ITS if a replacement
CP-1 should later become necessary.

Major Configuration Changes

Major configuration changes do require ITS approval

An example of a major configuration change on alpase would be one where the agency has
decided to considerably change workstation andes@onfigurations.

An example of a major configuration change on antemiance CP-1 would be the need to add

25 microcomputers that have recently rolled off naty to an existing contract with a
maintenance vendor.
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A New Procurement is Required

It is appropriate for ITS to revise or extend amaiand to issue a replacement CP-1 only where
the revision or extension is within the scope o triginal procurement. There may be
situations where you request a replacement CP-IHeusituation merits a new procurement.
ITS will work with you to solicit the additional farmation needed if we determine that your
request should be processed as a competitive enoeunt.

Refer t0009-001 ITS Procurement Process Fldarsadditional information. The specific flow

for Revisions to Previous Approvals can be foungage 5.

Source: 25-53-5 (0)

90



Part 207 Chapter 7: Procurement Types
Rule 207.2: 013-030 Procurement Types: Sole Source

ITS enabling legislation requires that informattenhnology equipment and services be
acquired in a manner that insures the maximum wipatition among all manufacturers and
suppliers of such equipment and services. AccgldinTS promotes full and open competition
through the issuance of open specifications andbfective evaluation of vendor proposals to
determine the lowest and best offering to meetg@mey's or institution's business requirements.
True competition protects the integrity and credipdf purchasing in the public sector and is
essential in providing best value and adequateactoial protection for the purchasing entity.

Mississippi Public Purchasing Law (Section 31-7-9@3cifies that noncompetitive items
available only from one source may be exempted trahrequirements (sole-sourced). ITS
statute, in Section 25-53-5 (p), permits ITS tdizdiprovisions in Public Purchasing law or
regulations, when applicable. In certain limitédations, with appropriate written
documentation and proper approval, information netbgy acquisitions may be sole-sourced.

A Sole Source Certification Request is an ageranyissitution's statement, with accompanying
documentation, that there is no competition inrttegketplace for the requested product or
service. Single source acquisitions awarded witbompetion are exceptions that can only be
certified after thorough marketplace research. dpglies a strict interpretation of the single
source definition and is a strong advocate for cotidg a competitive process unless the
reasons for not competing areerwhelming and incontrovertible.

ITS Sole Source Procedure

The ITS Sole Source procedure is designed to algencies and universities to submit requests
to ITS instead of to DFA when state-level signaffsole source information technology
acquisitions is required per Section 31-7-13 ofNhssissippi Code. The ITS Sole Source
Procurement Request Form, in conjunction with tbke Source Certification signed by the
agency or institution executive, has been designedllect the necessary justification and
certification for an information technology soleusce acquisition. A Sole Source Procurement
Request Form should be completed for all inforrmatexhnology sole source acquisition
requests other than those delegated to the agemnestibution (See Chapter 015 for specific
dollar limits for the delegation of Sole Source lagyal to Agencies and Institutions of Higher
Learning, as applicable).

Submit the Sole Source Procurement Request todierthan to DFA. It is not necessary to
submit duplicate paperwork to the DFA Office of €hasing, Travel, and Fleet Management for
approval of sole source acquisitions. A copy ef3ble Source Request foravailable in

PDF or Word format on the ITS website. Customeryg algo submit sole source requests via
ITS' online procurement request systenll sole source certifications must be signgdte
Executive Director of the agency or the CIO of itgitution of higher learning, or that person’s
designee.

The Sole Source Request form asks for documentatiany market research performed to
determine if alternative sources are availableS iifay perform additional research based on the
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tools and information available through nationaasrizations and subscription research
services. If other sources exist, there must Ingpediing documentation as to why these sources
are not acceptable.

ITS charges a fixed rate of $125 to process asmlece certification if all justification and
required documentation are included with the retjaed if the request does not have to be
approved by the ITS Board. All sole source actjoiss above the Director Approval thresholds
defined inSection 018-03@equire approval from the ITS Board.

A CP-1 Acquisition Approval form is issued by IT& the amount of the sole source
acquisition. Agencies that issue purchase ordeosigh DFA should note that this CP-1 is
uploaded by ITS into the DFA/SAAS system to autt®payment of the sole source purchase.

Sole Source Criteria and Required Documentation
Sole source acquisitions must meet certain crité&a public purchasing law, the following
criteria must be met for a procurement to be aigbdras sole source:

l. The product or services being purchased must peréofunction for which no other
product or source of services exists,

Il. The purchaser must be able to show specific busiolggctives that can be met only
through the unique product or services, AND

[l The product or services must be available only ftbenmanufacturer and NOT through
resellers who could submit competitive pricing tloe product or services.

The purchasing agency or institution is respondirl@ocumenting its business needs in the sole
source request, as well as the ways in which theested product or services meets those needs.
In addition, the purchaser should document whyrgpheducts or services cannot substantially
meet the documented needs. If similar producteorices exist in the marketplace, the business
case for the unique functionality or charactersst€the sole-sourced item must be compelling
for the procurement to be sole-sourced under statate.

The purchasing agency/institution should obtain sutainit to ITS a written proposal from the
sole source provider. This proposal should cledogument the exact product and services to be
provided, timeframes for delivery or service pramis and all associated pricing information,
including retail price, discount structure, volumedated tiered pricing structures, ongoing
support costs, and price escalation caps. If tillehasing agency/institution prefers, the ITS

staff assigned to the sole source request can witinkthe vendor to obtain this information.

In addition to the above documentation from thechaser, certification from the manufacturer
should accompany the Sole Source Procurement Redlieis documentation supplements the
sole source justification but does not replaceptivehaser’'s documentation of business need.
The manufacturer must certify, on company lettedhéze unique features of the product or
service within the marketplace and must also getti&t the product or service is available only
through the manufacturer or from a single specifiestkibutor or reseller.

The following factors ddNOT constitute valid criteria for sole source desigoradi
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« Quality of the product or servicethe competitive process has been established¢oniae
the lowest and best offering.

« Price of the product or serviceBhe competitive process has been establisheetévrdine
the lowest and best offering.

e Product that performs in a unique way but doepnwtide unique functionality A unique
algorithm or patented search process is not assalece unless there is significant
functionality that is only available through the requested pcadu

« Project timetable or other scheduling constraiite emergency purchase statute was
established for situations meeting the statutofinden of "emergency," in which the delay
incident to following a competitive process woukl detrimental to the interests of the state.
See013-060 Emergency Purchasda.some situations in which the need is immedaatie
an emergency purchase cannot be justified, ITSasaist the purchasing entity in acquiring a
temporary or interim solution until a competiticencbe conducted.

« Incumbent products or service provideks award from a competitive process for the
acquisition of products or services does not carsta permanent purchasing mechanism.
All products and services are re-evaluated frone timtime to determine when a full
competition and potential replacement are warranteat service providers, this competition
may include a reasonable learning curve for tingeiired by non-incumbents to become
acclimated to the particular customer, product/@nenvironment.

« Sole source designation by other stati®sssissippi's sole source requirements are more
stringent than those in many other states.

Please remember: the law says sirsglerce, not bestource. Competition is used to determine
best source.

Benefits of Soliciting Proposals

It is always acceptable, and usually preferablsptit bids or proposals for an acquisition even

if the product or services requested are beliegdzbtunique in the marketplace. The benefits of

soliciting proposals for a sole source item inctude

« the purchaser develops a written statement of reougints against which to evaluate the sole
source offering;

« the vendor submits a written statement of commitsiand pricing for both initial and going
costs, against which the purchaser can evaluaovemd product performance and which
can be incorporated into a negotiated contract; and

« the solicitation of written proposals increasesgbtential of reduced price offerings and/or
written guarantees against excessive price esgalfir a set contract period.

Agency/Institution Responsibility

The purchasing agency/institution is responsibtgfoviding all necessary documentation and
justification required to support a sole sourceugitjon, as described above. If adequate
documentation is not provided with the request, $1&8f will work with the requestor’s staff to
obtain sufficient information to certify the soleusce. Please note that ITS must charge an
hourly rate for the time required to obtain thislgional documentation.

The purchasing agency/institution is responsibtarfaking the sole source procurement within
the amount and from the vendor specified on thel@®quisition Approval form.
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Delegation of Sole Source Certification

State Agenciesfor state agencies, approval of all technologgipases with a life cycle cost of
$5,000 or less, including sole source purchasesbéan delegated to the agency. The ITS
Procurement Limits Policies for Agencies requimiaimum of twocompetitive written bider
proposals for technology purchases with a life eyast over $5,000 but not over $50,000 (not
over $25,000 for projects funded by the AmeriBatovery and Reinvestment Act). Since, for
single source items, the procuring agency will bahle to obtain two written bids, ITS must
sign off on all sole source acquisitions of infotiaa technology with a life-cycle cost greater
than $5,000.

IHLs: Institutions of Higher Learning (IHLs) have bedglegated the authority to certify sole
source procurements up to $250,000 lifecycle codeuthe ITS Procurement Limits Policies for
IHLs. Institutions certifying a sole source pursbanust ensure the three criteria listed above
are met and documented in writing by the institutmd the vendor prior to certifying a product
or service as sole source. Sole source documemtaitiist be reviewed and approved by the
IHL's CIO for any sole-source certification abovge®0. All sole source documentation should
be retained in the institution’s procurement filgole source requests above $250,000 lifecycle

cost require ITS approval.
Other than the delegations outlined above, all solegce technology procurements must be

certified by ITS. ITS cannot exempt a sole souetpiest--the ITS Exemption Request and ITS
Sole Source Request are mutually exclusive.

Refer to009-001 ITS Procurement Process Fldarsadditional information. The specific flow

for Sole Source Certifications can be found on pgage

Source: 25-53-5 (p); 31-7-13
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Part 207 Chapter 7: Procurement Types
Rule 207.3: 013-040 Procurement Types: Exemption

The Exemption procedure allows agencies and inistitsi to request exemption from ITS to
handle specific information technology procurenaojects that, by law, require solicitation of
bids or proposals, without the involvement of ITBhe exemption procedure is designed for
projects involving traditional information techngpequipment, software, or services which the
agencyl/institution has the inhouse resources apdrége to procure without ITS involvement.
The exemption should be approved by ITS before andzertisement is issued for the
procurement. A request for exemption should be submitted oEx@mption Request form. A
copy of theexemption request forims available in PDF and Word formats on the IT®sie.
Customers may also submit exemption requests Baoliline procurement request system

All exemption requests must be signed by the Exeeirector of the agency or the CIO of the
institution of higher learning, or that person'sigmee. The name and title of the agency head,
institution CIO, or designee should be enteredhenine to the bottom left of the request form
and the form should be signed and dated on theraight.

ITS charges a fixed rate of $125 to process an pkiemrequest that contains the appropriate
documentation and that does not have to be appioyéee ITS Board. All exemption requests
for projects whose total costs are greater thamihector Approval thresholds defined in
Section 018-030equire approval from the ITS Board.

ITS staff reviews the information submitted on Eheemption Request Form concerning the
acquisition, including the procurement approach Wik be used and the estimated total life-
cycle cost. The exemption request will be apprdwethe ITS Executive Director, or will be
presented to the ITS Board for approval if thelthfie-cycle costexceeds the Director Approval
threshold.

A CP-1 Acquisition Approval form is issued for tamount of the exemption, based on the
agency's estimate of the total life-cycle cost.eAges that issue purchase orders through DFA
should be aware that this CP-1 is uploaded by hi&the DFA/MMRS SAAS system to
authorize processing payment for an exempted peaceint. This approval is not vendor
specific, as it is issued prior to the procurenmotess. When exempting a procurement, ITS
will specify the maximum amount exempted on thelCRequisition Approval form.The
agencyl/institution must submit a request for approel of the additional dollar amount if the
procurement results in a cost greater than the eshated total used in the original

exemption.

When approval is received, the agency/instituti@y mproceed with the procurement without
further involvement from ITS, as outlined under &gy/Institution Responsibilities” below.

An exemption cannot be used in conjunction witlole source acquisition. Sole source
acquisitions should be submitted to ITS on a Sol&& Request form.
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The requirement of soliciting bids or proposalsdervices that can be competitively provided is
NOT waived by an ITS exemption. All applicabletstas for competitive procurements must
still be followed by the purchasing entity.

Agency/Institution Responsibilities

For exempted acquisitions, the purchasing agerstitlition is responsible for making the
purchase within the dollar amount authorized by éhiShe CP-1 Acquisition Approval form and
for following all applicable statutory requirememitsoughout the procurement process,
including but not limited to those outlined in Eit25, Chapter 53 of Mississippi Code. These
requirements include: (1) development of compediaind open specifications; (2) issuing an
advertisement to solicit bids or proposals accagrdinSection 25-53-5 (0) of the Mississippi
Code; (3) conducting a thorough and equitable extaln of all proposals received; (4)
responding in a timely manner to all public recoadd post-procurement review requests; and
(5) negotiating and signing a contract, if appliealwithin the scope and intent of the
specifications. ITS does not participate in anyhefse steps for exempted procurements.

In the negotiation of contracts for the productd aervices being obtained, agencies and
institutions should be aware that, per a 1993 AggrGeneral Opinion, state agencies do not
have the authority to allow a vendor to limit ishlility. Pursuant to Section 25-53-21(e) of the
1972 Mississippi Code Annotated, as amended, tleelfe Director of ITS may negotiate a
limitation on the liability to the State of prospiee contractors provided such limitation affords
the State reasonable protection. This authorityeigotiate a limitation of liability applies
ONLY to contracts negotiated by ITS for executigrtive ITS Executive Director and doest
apply to contracts negotiated for exempted procerdgm

If a vendor protest results from the exempted p@ment, however, the rules and guidelines of

the ITS Protest Procedure and Polagply, with the ITS Executive Director receivingda
responding to the protest.

Refer t0009-001 ITS Procurement Process Fldarsadditional information. The specific flow

for Exemption Approvals can be found on page 7.

Source: 25-53-25 (2)
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Part 207 Chapter 7: Procurement Types
Rule 207.4: 013-050 Acquisition of Telecommunitians Services by State Agencies

ITS statute, Mississippi Code Section 25-53-11quires that ITS:

« Establish and coordinate through either state ostmgior commercial leasing, all
telecommunications systems and services affedii@egrnanagement and operations of the
state;

« Act as the sole centralized customer for the adtiis billing and record keeping of all
telecommunications systems or services providexdati® agencies whether obtained through
lease or purchase; and

« Charge the respective user agencies for their ptiopal cost of the installation,
maintenance and operation of the telecommunicasgstems and services.

To fulfill this statutory mandate, ITS issues Resfgdor Proposals to obtain the lowest and best
provider of local and long distance voice accesgi@es and of data communications services.
The resulting contracts are for the use of ITSumishing these services to all state agencies.
The contracts aggregate all telecommunicationfidriato one account with ITS as the sole
customer on behalf of the state, as required irabwye statute. This aggregation allows ITS to
get the best possible pricing for the state as@eyho better manage telecommunications
facilities within the state; and to have an acaimventory of all telecommunications services
within state government.

There is no delegation of procurement authority fotelecommunications services for state
agencies.All such services must be obtained through theceteServices and Data Services
Divisions of ITS. Seél'S Telecommunications Contracts and Services fateSAgenciedor a
list of products and services within the scopehded policy and for links to the associated
pricing.

In addition to the line and access services pravida vendor contracts, ITS is the direct

provider of basic telephone installation serviced basic data cable installation services for
customers in the Capitol Complex and greater Jacksea. Please note that neither agency staff
nor third-party vendors are to provide any cabbingelephone installation or update services
unless prior written approval has been obtainech ffBS on a case-by-case basis.

As an ITS telecommunications customer, a state@geteives the following "value-add"

services:

« Contractual terms and conditions negotiated andreedl by ITS on behalf of the state

« Renegotiation for lower pricing at set intervalsotighout the life of each contract

« Uniform service and cost to all areas of the state

« Facility reviews on request to evaluate opportesifor cost savings (voice and data)

- Statewide authorization codes for long distance

« Customized telephone billing to accommodate thewtting requirements of the individual
agency, including electronic billing options

« State government telephone operator services

e Trouble/Help Desk support (voice and data)

« Customer service support (voice and data)
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« Telecommunications training on request

« Voice communications needs analysis on request
« On-line state telephone directory listings and iserv
« Network Operations Center

» Core security administration (IDS and VPN)

« Domain name services

« System design and configuration (voice and data)
« 24Xx7x365 operations (voice and data)

« Problem determination (voice and data)

« Disaster recovery (voice and data)

« Capacity planning

« Telecommunications Express Products Lists (2-wdiosa E-911)
« Master Cellular Contract

To request additional information or to order seeg, contactscustsvc@its.ms.gov

Source: 25-53-111
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Part 207 Chapter 7: Procurement Types
Rule 207.5: 013-055 Acquisition of Telecommunitians Services by IHLs

ITS statute, Mississippi Code Section 25-53-11quires that ITS:

« Establish and coordinate through either state ostmgior commercial leasing, all
telecommunications systems and services affedii@egrnanagement and operations of the
state;

« Act as the sole centralized customer for the aditis billing and record keeping of all
telecommunications systems or services providesdat® institutions whether obtained
through lease or purchase;

« Charge the respective user institutions for theapprtional cost of the installation,
maintenance and operation of the telecommunicasgst®ems and services; and

« Approve or provide state telephone services omnalngrsable basis to full-time students at
state institutions of higher learning, includingewé such services are provided by the state
or the institution.

To fulfill this statutory mandate, ITS issues Resfador Proposals to obtain the lowest and best
provider of local and long distance voice accesgi®es and of data communications services.
The resulting contracts are for the use of ITSummishing these services to all state agencies and
institutions of higher learning. The contracts reggite all telecommunications traffic into one
account with ITS as the sole customer on behali®@ftate, as required in the above statute.
This aggregation allows ITS to get the best posgibicing for the state as a whole; to better
manage telecommunications facilities within theestand to have an accurate inventory of all
telecommunications services within state governm&ae TS Telecommunications Contracts
and Services for IHL$or a list of products and services within thepgeof this policy.

As an ITS telecommunications customer, an IHL neeeihe following "value-add" services:
« Contractual terms and conditions negotiated andreedl by ITS on behalf of the state

« Renegotiation for lower pricing at set intervalsotighout the life of each contract

« Uniform service and cost to all areas of the state

- Statewide authorization codes for long distance

« Capacity planning

« Telecommunications Express Products Lists (2-wdios E-911)

« Master Cellular Contract

To request additional information or to order seegi, contactscustsvc@its.ms.gov

Source: 25-53-111
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Part 207 Chapter 7: Procurement Types
Rule 207.6: 013-060 Procurement Types: Emergency Rihases

Mississippi Public Purchasing Law, in Section 3137¢j) of Mississippi Code, outlines the state
agency emergency purchase procedure. The needldogse technology products or services
under the state agency emergency purchase procaslorglined in this code section is a
decision made by the agency's board or executreetdr, or that person's designee. The agency
executive must first determine that an emergengtesuch that "the delay incident to giving
opportunity for competitive bidding would be detdntal to the interests of the state." Once that
determination is made, the executive is authoriradake the purchase without following the
competitive bid requirements.

The definition of "emergency" as it applies toghasing is located in Section 31-7-1 (f) of
Mississippi Code, as follows:

() "Emergency" shall mean any circumstances causedire, flood, explosion, stor
earthquake, epidemic, riot, insurrection or caukgdany inherent defect due to defec
construction, or when the immediate preservationrdeépor of public health is necessary
reason of unforeseen emergency, or when the imneedestoration of a condition
usefulness of any public building, equipment, roatiridge appears advisabte,in the cas
of a public utility when there is a failure of amachine or other thing used and useful ir
generation, production or distribution of electy¢i water or natural gas, or in -
transportation or treatment of sewage; or whendglayincident to obtaining competiti
bids could cause adverse impact upon the govemutigorities or agency, its employee:
its citizens; or in the case of a public airporthemn the delay incident to publishing
advertisement for competitive bids wowdddanger public safety in a specific (not gen
manner, result in or perpetuate a specific bredchirport security, or prevent the airg
from providing specific air transportation services

Note that the definition applies only to eventsttbauld not reasonable have been anticipated.
Failure to plan or to act in a timely and proactiianner to replace or upgrade equipment or
other products does not fall within the statutoefimition of "emergency.” The purchases made
under the emergency purchase procedure must by smlehe purpose of meeting the needs
created by the emergency situation.

The law also requires that the agency file docuatennt of the emergency purchase with the
appropriate oversight agency. In accordance \ighréferenced statutes, ITS has developed an
Emergency Purchase Form for reporting purchaseanfptechnology products or services
purchases made under the emergency purchase $tpttiEe agencies or IHLs under ITS
purview. A copy of themergency purchase forisiavailable in PDF and Word formats on the
ITS website. Customers may also submit emergenahpse documentation via IT@lline
procurement request system.

Submission of the completed form, along with theeassary certifications by the agency or
institution executive or designee, fulfills the ogfing requirements for emergency purchases
and, if applicable, enables ITS to issue a CP-lufsitipn Approval to facilitate payment
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processing for the emergency acquisition in thete8tae Automated Accounting System
(SAAS). The purchasing agency or institution sdazdmplete this form and submit it to ITS as
soon as possible after the emergency acquisitiorae.

Note that Mississippi Code Section 31-7-13 (j) alsmuires that any agency executive
responsible to an agency board document any emargemchase in the minutes of the meeting
following the emergency purchase. A copy of theseutes should be provided to ITS with the
emergency purchase certification.

ITS issues CP-1 Acquisition Approval documentsdimergency procurements when required by
the purchasing entity. For state agencies, thegmuaals are uploaded into SAAS to facilitate
payment processing. Unlike the usual CP-1 docun@Pls associated with emergency
purchases do not constitute approval of the adgpnsby ITS. Documentation and certification
of the emergency purchase are solely the respditsitfithe purchasing agency or institution.

In support of the reporting requirements for that&RAuditor outlined in Section 31-7- 13 (j) and

(k) of Mississippi Code, ITS sends a report aniyuallthe State Auditor of all emergency
purchases and supporting documentation submitt€isto

Refer t0o009-001 ITS Procurement Process Fldarsadditional information. The specific flow
for Emergency Purchases can be found on page 8.

Source: 31-7-1 (f); 31-7-13 (j) (k)
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Part 207 Chapter 7: Procurement Types
Rule 207.7: 013-080 Procurement Types: EPL Planndeurchase

The EPL Planned Purchase Procedure allows an agemegke purchases that exceed the cost
limit of an Express Products List (EPL). As theabnator of the information technology
planning effort for state government agencies, Widsks with agencies during the planning
process to determine procurements that can be pypgtedy made using EPLs. The EPL
planned purchases procedure is limited to:

(1) projects in the agency's current technology péad

(2) equipment or software appearing on a currett EP

An agency using the EPL Planned Purchase Procexigieen authorization, up to a specified
dollar amount, to make the identified procuremérms the EPLs without further ITS
involvement. The approval is issued in the forna ¢étter from the ITS Executive Director and
a CP-1 Acquisition Approval Document. The purchgsagency should retain the approval
letter in its purchasing documentation.

Since agencies often make their purchases und&Rhe”lanned Purchase approval over the
course of the fiscal year and to multiple vendbI§, also sends a Planned Purchases Tracking
Form with the approval letter and CP-1. This famould be used to record the date, purchase
order number, and dollar amount of each expendiade under the EPL Planned Purchases
approval. This form serves as a tracking tool figr agency, and the agency is required to retain
the completed form in its purchasing documentafttoraudit purposes.

The purchasing agency should also document theffart was made to obtain a lower price
than the published EPL price, since the volumelpmased under an EPL Planned Purchase
approval is higher than the typical EPL amountcHEBPL has instructions relevant to
negotiating volume discounts with vendors. EPLnR& Purchase requests must be
accompanied by a minimum of two vendor quotes tocipases up to $1,000,000 and three
quotes for purchases over $1,000,000. Additiamsthiuctions for submitting EPL Planned
Purchase requests are contained on the EPL Pl&uretase procurement form. EPL Planned
Purchases with a lifecycle cost above the Direadgproval thresholds defined Bection 018-
030require ITS Board approval.

An agency's ITS planner will contact the agencyceoning potential Planned Purchases during
the review of the agency's plan. To initiate ar. Pfanned Purchase prior to being contacted,
call Kevin Gray, ITS Policy and Planning Coordimatat 601-432-8096, contact the ITS
Procurement Help Desk at 601-432-8166 or submiaared Purchase Procurement Request to
ITS Procurement. Additional information and cataformation foragency plannings

located on the ITS website.

Although the Planned Purchase Procedure was phnestiablished for state agencies who
submit technology plans to ITS annually, IHLs, coomity colleges, local governments, K-12
schools, and other government entities who have/sttue diligence in technology planning
and who want to use the ITS EPLs above the defgehding thresholds may be eligible for
planned purchases. These public entities may subreguest for a planned purchase to ITS
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along with a copy of their current technology piarnhe format required by their regulatory
agent. The request should also include detailidrmation regarding the items to be purchased
and the EPL quotations received. ITS will revidne plan information and the specific
procurement details to see if a planned purchaappsopriate.

Refer t0009-001 ITS Procurement Process Fldarsadditional information. The specific flow
for Planned Purchases can be found on page 9.

Source: 25-53-25 (2)
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Part 208 Chapter 8: Procurement Limits Policies
Rule 208.1: 015-010 Procurement Limits Policies: 8te Agencies

Procedures for the Acquisition of Information Techrology Equipment, Software, and
Services by Procurement Type and Total Lifecycle Gat for
State Agencies

By law, all acquisitions of information technologyst be approved by ITS. ITS has delegated
this responsibility to agencies for certain typépurchases anlifecycle costlimits. Please note
that these thresholds are based uptal lifecycle costsand thathere are situations in which
actual monies paid is not the sole determinant ohe requirement for a competitive
procurement process For purchases in which (1) the value of the goad services exceeds
bid limit, (2) there is a competitive market, ad)l (here is potential for vendor profit from the
project, contracts must be awarded based on anapknompetitive process that allows the
state to compare offerings to obtain the best phdervice, and value, regardless of monies
paid directly to the vendor by the state entityhhe Tompetitive process ensures the state’s
requirements are well-defined, project contracésragotiated to protect the state’s interest, and
the vendor selected is the one with the most adgaaus combination of cost and services.

The table below defines the procedures and thareztjapprovals for each category and project
lifecycle cost range. For current Director Appriotraesholds, se8ection 018-030

104



Procurement $.01 - $5,000.00 |$5,000.01 - Greater than Above Director

Typel/Lifecycle $50,000.00 $50,000, up to Approval

Cost Director Approval [Threshold

Threshold

Regular Delegated to Agengipelegated to AgengiRequires ITS Requires ITS Board

Competitive May purchase May purchase approval: CPt in|  approval

Procurement without without SAAS Requires ITS
advertising or advertisement fdAdvertisement & approval: CPt in
otherwise bids, provided at  receipt of SAAS
requesting least two competitive bids|Advertisement &
competitive bids| competitive required by law receipt of

written bidshave
been obtained

EXCEPTION: By
State statute, all
American Recovery
and Reinvestment
Act (ARRA) project
in excess of
$25,000.00 must bg
bid.

Submit Procureme

Requestto ITS 2

- 5 months befor
purchase

EXCEPTION: By
State statute, all
American Recovery
and Reinvestment
Act (ARRA) projects
in excess of
$25,000.00 must bg
bid.

competitive bids

required by law

Submit Procuremer
Request to ITS 3
- 8 months befon
purchase

D

—

Telecommunicati
ons Systems and
Services
(SeeAcquisition
of
Telecommunicati
ns Services by
State Agenciefor
more information

No delegation.

ITS has conducted
these procurements
on behalf of the stat
and has contracts ir
place that must be

telecommunicationg
systems and servicq
(voice and data). S
ITS

Telecommunication
Contracts for State
Agenciesnotes:///86
56C94006AC2E0/8

62143553201BD28

256DB0004D2051/

S5CB2ADBABA0695

386256E6D007C2]

No delegation.
ITS has conducted
these procurements

No delegation.
ITS has conducted
these procurements

on behalf of the staf
land has contracts ir
place that must be

telecommunicationg
/stems and servicg
(voice and data). S
ITS

§ elecommunication
Contracts for State

Agenciesfor details.
D

5
1

B

3 for detalils.

on behalf of the stat
iand has contracts ir
place that must be

used by agencies fqused by agencies fqused by agencies fqused by agencies fq

telecommunicationg
/stems and servicg
(voice and data). S
ITS

§ elecommunication
Contracts for State
Agenciesfor details.

No delegation.

ITS has conducted
these procurements
en behalf of the staf
)and has contracts ir
place that must be

telecommunicationg
5ystems and servicg
(voice and data). S
ITS

g elecommunication
Contracts for State
Agenciesfor details.
Note: ITS contracts
have already
received Board
approval. Agency
acquisitions of
services from these
contracts do not
require additional

e
|

=
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Board action.

Sole Source
Procurement

Delegated to Ageng

May purchase
without
advertising or
otherwise
requesting
competitive bids

Requires ITS
approval: CPt in
SAAS

Submit Sole Sourcg
Request with
vendor and
agency
documentationa
ITS 3 -5 weeks
before purchase

Requires ITS
approval: CPt in
SAAS

Submit Sole Source
Request with
vendor and
agency
documentation t
ITS 3 -5 weeks
before purchase

Requires ITS Board
approval

Requires ITS
approval: CPt in
SAAS

Submit Sole Sourcq
Request with
vendor and
agency
documentation t
ITS 2-4 months
before purchase

Exemption from
ITS

Not applicable:
Already
delegated to
agency

Not applicable:
Already
delegated to
agency

(Note: ITS cannot

exempt a sole sour

procurement >
$5,000)

e

Requires ITS
approval: CPt in
SAAS

Advertisement &

receipt of

competitive bids
required by law

(conducted by th

Agency after

exemption is

approved by ITS

Submit Exemption

Requestto ITS 2

4 weeks prior to
advertising the

Requires ITS Board
approval
Requires ITS
approval: CPt in
SAAS
Advertisement &
receipt of
competitive bids
required by law
(conducted by th
Agency after
exemption is
approved by ITS
Submit Exemption
Request to ITS 4

N

D

o

procurement - 6 weeks prior t
advertising the
procurement

Express ProductgDelegated to Agengpelegated to Agendpelegated to AgendgiRequires ITS Board
Lists (EPLS) Access EPL on ITS|Access EPL on ITS|  up to EPL limit approval
web site web site Access EPL on ITS|Requires ITS
Follow instructions |Follow instructions web site approval: CPt in

on specific EPL

on specific EPL

Follow instructions
on specific EPL

SAAS
Submit Procuremer
Request to ITS 2
4 months before

—

purchase
EPL Planned Not applicable Not applicable Purchase above Equires ITS Board
Purchase limit: approval

Requires approval
letter from ITS
Executive

Director and CP;

Requires approval
letter from ITS
Executive

Director and CPt
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1

Requires that projec
be in current IT
Plan submitted
by agency to ITS
& equipment
/software neede
must appear on
current EPL

ITS planner contact
agency

1

lRequires that proje¢

be in current IT
Plan submitted

b by agencyto ITS

& equipment
d  /software neede
@ must appear on
current EPL
3TS planner contact
agency

concerning concerning
Planned Planned
Purchases during Purchases durin
review of review of
agency's plan. agency's plan.
Call your Call your

planner or subm
an EPL Planned
Purchase Reque
to ITS to initiate
a Planned

Purchase prior t
being contacted

planner or subm
an EPL Planned
Purchase Requsd
to initiate a
Planned Prchasg
prior to being
contacted (at
least 2 weeks

O

—

prior to ITS

Board Meeting).
Emergency Not applicable Inform ITS in Inform ITS in Inform ITS in
Procurement writing, using writing, using writing, using

ITS' Emergency
Purchase Form
signed by the
agency executiv,
as soon as
possibleafter the)
emergency
procurement

ITS' Emergency
Purchase Form
signed by the
agency executiv
as soon as
possibleafter the
emergency
procurement
ITS loads a CP-1
form to SAAS s¢
the vendor
payment can be
processed.

ITS' Emergency
Purchase Form
signed by the
agency executiv
as soon as
possibleafter the
emergency
procurement

ITS loads a CP-1
form to SAAS s¢
the vendor
payment can be
processed.

ITS Board informed
of emergency
procurement ang

surrounding
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circumstances

E-Government
Procurement

different vendor
business models
for E-Governmen
services and
products, the
procurement
approach is not
governed by the
total expenditure
but by thetrue
market value, as

determined by the

complexity and

size of the project.

See Section801-
020and001-025
of this handbook

D

NOTE: Due to the

(Requires DFA

Cost category must
be based otrue
market value,
not funds paid tqg
vendor by agend

approval for any

payment

functionality
Follow process
outlined in001-
025 Approvals
for Internetbase
Applications ang
Services

174

for additional ServicesNotes
information on Link
Electronic

Government

procurements.

Cost category must
be based otrue
market value,
not funds paid tqg

y vendor by ageng

Requires DFA
approval for any
payment
functionality

Follow process
outlined in001-
025 Approvals
for Internetbase
Applications ang
Services

Cost category must
be based otrue
market value,
not funds paid tqg

y vendor by ageng

Requires DFA
approval for any
payment
functionality

Follow process
outlined in001-
025 Approvals
for Internetbase
Applications and
Services

Cost category must
be based otrue
market value,
not funds paid tqg

y vendor by ageng

Requires DFA
approval for any
payment
functionality

Requires ITS Board
approval if true
market value
exceed®Director
Approval
Threshold

Follow process
outlined in001-
025 Approvals
for Internetbase
Applications ang

Source: 25-53-5; 25-53-25 (2); 25-53-151; 31-1d)3
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Part 208 Chapter 8: Procurement Limits Policies
Rule 208.2: 015-020 Procurement Limits Policies: I1bs

Procedures for the Acquisition of Information Techrology Equipment, Software, and
Services by Procurement Type and Total Lifecycle Gat for
Institutions of Higher Learning

By law, all acquisitions of information technologyoducts or services by IHLs must be
approved by ITS. ITS has delegated this respditgitn the Chief Information Officers (CIOs)

of the State's Institutions of Higher Learning ¢ertain types of purchases dridcycle cost

limits. Please note that these thresholds aredogsentotal lifecycle costsand thathere are
situations in which actual monies paid is not thede determinant of the requirement for a
competitive procurement process For purchases in which (1) the value of the goard

services exceeds bid limit, (2) there is a competiinarket, and (3) there is potential for vendor
profit from the project, contracts must be awartadged on an open and competitive process that
allows the state to compare offerings to obtainbst product, service, and value, regardless of
monies paid directly to the vendor by the statéyniThe competitive process ensures the
state’s requirements are well-defined, project i@t are negotiated to protect the state’s
interest, and the vendor selected is the one Wwéhrtost advantageous combination of cost and
services.

The only statutory exception to the requirementT@ approval is for acquisitions of computer
equipment and services made by IHLs wholly withefedl funds. These acquisitions do NOT
fall within ITS' purview. In addition, Mississip@ode Section 25-53-5 (b) directs ITS, in
establishing procedures and carrying out its stagutharges in relation to IHLs, to take into
consideration the special needs of these institgtio relation to the fields of teaching and
scientific research. In accordance with this diveg; ITS has delegated procurement oversight
for IT purchases to IHLs at 5 times the level diedation for state agencies. These delegation
thresholds and associated oversight requiremeatsudlined in the table that follows.

The table below defines the procedures and tharestjapprovals for each category and project
lifecycle cost range. For current Director Approtraesholds, seSection 018-030 Please note
that all Procurement Requests submitted to ITS meisigned by the Institution's CIO or that
person's designee.
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Procurement [$.01 - $5,000.00$5,000.01 - $50,000.01 - [> $250,000 but [Above Director
Typel/Lifecycle $50,000.00 $250,000.00 |below Director |Approval
Cost Approval Threshold
Threshold
Regular elegated tc elegated tc elegated tc equires ITS equires ITS
Competitive Institution's Institution's Institution's approval: CP-1 Board approva
Procurement CIO CIO ClO dvertisement & | and CP-1
ay purchast ay purchast dvertisement & | receipt of dvertisement &
without without receipt of competitive receipt of
advertising or | advertisement| competitive bids required | competitive
otherwise for bids, bids required | by law bids required
requesting provided at by law ubmit by law
competitive least two Procurement ubmit
bids competitive Request to ITS Procurement
written bids 2 -5 months | Requestto ITS
have been before purchase3 - 8 months
obtained before purchag
EXCEPTION:
EXCEPTION: [By State statute
By State statutelall American
all American Recovery and

Recovery and
Reinvestment
Act (ARRA)
projects in exce

Reinvestment
Act (ARRA)
projects in exce
of $25,000.00

of $25,000.00 |must be bid.

must be bid.
TelecommunicalNo delegation. |[No delegation. [No delegation. |No delegation. [No delegation.
tions Systems |ITS has ITS has ITS has ITS has ITS has

and Services
(SeeAcquisition
of
Telecommunical
ons Services by
IHLs for more
information)

conducted theseq
procurements o
behalf of the
[state and has
contracts in plag

by IHLs for
telecommunicat
ons systems an
services (voice
and data). See
ITS
Telecommunical
ons Contract for
IHLs for details.

To acquire thest

conducted thesed
procurements o
behalf of the
state and has
contracts in pladg

by IHLs for
telecommunicat
bns systems an
services (voice
and data). See
ITS

[T elecommunical
ons Contracts fq
IHLs for details.

5[0 acquire thesg

conducted thesed
procurements o
behalf of the
state and has
contracts in pladg

by IHLs for
telecommunicat
bns systems an
services (voice
and data). See
ITS

[l elecommunical
ons Contracts fq
IHLs for details.

conducted thesed
procurements o
behalf of the
state and has
contracts in plag

that can be usedgthat can be usedthat can be usedthat can be usedgthat can be useq

by IHLs for
telecommunicat
bns systems an
services (voice
and data). See
ITS

[T elecommunical
ons Contracts fq
IHLs for details.

5[0 acquire thesg

conducted thesed
procurements o
behalf of the
state and has
contracts in pladg

by IHLs for
telecommunicat
bns systems an
services (voice
and data). See
ITS

[T elecommunical
ons Contracts fq
IHLs for details
Note: ITS

1

L4

i

5[0 acquire thesg

rontracts have

110



services other
than via an ITS
contract, submit]
an exemption
request to ITS

services other
than via an ITS
contract, submit]
an exemption
request to ITS

services other
than via an ITS
contract, submit]
an exemption
request to ITS

services other
than via an ITS
contract, submit]
an exemption
request to ITS

already receivec
Board approval.
IHL

acquisitions of
services from

prior to acquiringprior to acquiringprior to prior to these contracts
the service. the service. advertising for |advertising for [do not require
the service. the service. additional
Board action.
Exemptions to
acquire these
services other
than via ITS
contracts
require Board
approval.
Submit an
exemption
requestto ITS 6
- 8 weeks prior
to advertising
for the service.
Sole Source  legated tc ple Sourct ple Sourct equires ITS equres ITS
Procurement Institution's Certification Certification approval: CP-1 Board approva
ClO Delegated to | Delegated to ubmit Sole and CP-1
ay purchast Institution's Institution's Source Requepbmit Sole
without ClO ClO with vendor Source Reque
advertising or and institution| with vendor
otherwise documentationy and institution
requesting toITS3-5 documentation
competitive weeks before | to ITS 2-4
bids purchase months before
purchase
Exemption frompt applicable  pt applicable pt applicable  fequires ITS equires ITS
ITS Already Already Already approval: CP-1 Board approva
Delegated to | Delegated to | Delegated to fvertisement & | and CP-1
Institution's Institution's Institution's receipt of equires ITS
ClO ClO ClO competitive approval
bids required dvertisement &
by law receipt of
(conducted by| competitive

the Institution
after the
exemption is
approved)

bids required
by law
(conducted by
the Institution

ubmit Exemptiot

after the
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to advertising
the

Request to ITS
2-4 weeks prio|

exemption is

approved)
ubmit Exemptiot

Requestto ITS

ITS'

Emergency

ITS'

ITS'

Emergency

procurement | 4 -6 weeks
lote: ITS cannot| prior to
exempt a sole| advertising the
source procurement
procurement >
$250,000)
Express elegated tc elegated tc elegated tc elegated tc equires ITS
Products Lists | Institution's Institution's Institution's Institution's Board approva
(EPLS) ClO ClO ClO upto EPY CIO upto EPY and CP-1
ccess EPL on ITccess EPL on IT| limit limit ubmit
web site web site ccess EPL on ITgcess EPL on IT| Procurement
bllow instructionpllow instructiony web site web site Requestto ITS
on specific EPL on specific EPpllow instructionpllow instructiony 2-4 months
on specific EPL on specific EPL before purchase
Planned ot applicabl: ot applicabl: Purchase aboveequires ITS equires ITS
Purchases EPL limit: approval: Letter|Board approval
equires ITS from ITS equires approvi
approval: Letter|Executive letter from ITS
from ITS Director Executive
Executive equires Director
Director submitting IT  |equires
equires Plan to ITS for [submitting IT
submitting IT  |review; Plan to ITS for
Plan to ITS for [equipment review;
review; /software needegquipment
equipment must appear on|software needed
/software needegdurrent EPL must appear on|a
must appear on[&S planners an |current EPL
current EPL procurement [TS planners an
TS planners an |analysts assess|procurement
procurement [the plan and thganalysts assess
analysts assess|procurement  [the plan and the
the plan and therequest procurement
procurement |eeEPL Planned request
request Purchasefor eeEPL Planned
eeEPL Planned [further details. |[Purchasefor
Purchasefor further details.
further details.
Emergency ot applicabl: form ITS in form ITS in form ITS in form ITS in
Procurement writing, using | writing, using | writing, using | writing, using

ITS'

Emergency

Emergency
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designee, and
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designee, and
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possibleafter
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procurement | procurement | procurement | procurement
S Board
informed of
emergency
procurement
and
surrounding
circumstances
E-Government gelegated to elegated tc elegated tc equires ITS equires ITS
Procurement Institution's Institution's Institution's approval: CP-1 Board approva
NOTE: Dueto | CIO CIO CIO dvertisement & | and CP-1
the different dvertisement & pvertisemen& pvertisement & | receipt of dvertisement &
vendor business receipt of receipt of receipt of competitive receipt of
models for E- competitive competitive competitive bids required | competitive
Government bids required if bids required if bids required | by law bids required
services and true market true market ubmit by law
products, the value of value of Procurement pbmit
procurement services services Request to ITS Procurement
approach is not| exceeds exceeds 2 -5 months | Requestto ITS
governed by the $50,000 $50,000 before purchay 3 - 8 months
total expenditure (25,000 for ($25,000 for before purchag
but by thetrue ARRA ARRA
market value,ag projects), projects),

determined by
the complexity
and size of the
project. See
Section001-020

of this handbook

for additional
information on
Electronic
Government

regardless of
funds
expended

N

regardless of
funds
expended

procurements.

hE

Source: 25-53-5; 25-53-25 (2); 25-53-151; 31-1d)3
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Part 209 Chapter 9: Awards and Contracts
Rule 209.1: 018-010 Proposal Evaluation Process

Each Request for Proposals (RFP) and Letter of iQaration (LOC) issued by ITS contains a
summary-leveldescription of the criteria and process that wallused in the evaluation of
submitted proposals to determine the winning prapo$hedetails of the evaluation process
and scoring methodology for each RFP are develppedto the receipt of proposals, and the
summary point allocation by category is postedrenlTS website when proposals are received.
The LOC evaluation process and scoring methodadmgydocumented to the project file prior to
receipt of proposals and posted on the LOC datdibasecess by General RFP vendors.

While the evaluation process used for a specifiquest for Proposals (RFP) or Letter of
Configuration (LOC) will be customized to fit thagicular procurement, ITS generally applies
the evaluation practices outlined below for propesaluation. Steps may be combined, added,
or eliminated at the sole discretion of the Stateddl on attributes of the specific procurement
project. Once the evaluation process has beenatkfor a given RFP or LOC, each proposal
received is evaluated in a consistent and defemsilainner according to that evaluation process.

The intent of the evaluation process is to esthldisanking of proposals based on the
requirements of the RFP or LOC. SHe3-020 Proposal Evaluation Criteria and Scoring
Formulafor details on the numerical scoring of proposals.

Proposal Evaluation Practices:

(1) The ITS Technology Consultant assigned tgptieeurement project leads the evaluation
process and ensures that the evaluation processcandg methodology are consistently
followed and documented.

(2) The ITS Technology Consultant has primary oasybility for validating each proposal to
ensure that all essential elements are preseit: neimber of copies, proposal bond, signatures.
Such validation should occur on the day the prolsas® received. Vendors may, at the State's
sole discretion, be allowed to remedy some proaddigficiencies by immediate delivery of
additional copies, valid bonds, or signed coveeshwithin the timeframe established by the
State, typically within twenty-four hours or ledsppoposal opening. In no case, however, will a
vendor be allowed to submit additional price infatian that cannot be derived from the original
proposal, nor will unsolicited clarifications becapted outside the process defined in the RFP or
LOC. Proposals that are non-responsive due tomgig®@mponents or failure to follow critical
instructions are eliminated from further considerat If costs are required to be submitted and
sealed separately, proposals that include anyimfmstmation in the unsealed portion of the
technical proposal will be eliminated from furtleemsideration.

(3) The ITS Technology Consultant, in conjunctiaith the customer, names an evaluation
team prior to the receipt of proposals. Memberthefevaluation team may be asked to
participate in the scoring of entire proposalsnathie scoring of only portion(s) of proposals that
correspond with the member's particular knowledykexpertise.

(4) If appropriate, the ITS Technology Consulteoihducts an evaluation orientation session,
explaining the evaluation process and scoring ntetlogy and distributing copies of the
proposals to the team members.
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(5) Proposal confidentiality statemelat® obtained from each team member before disimibu

of the proposals.

(6) Each evaluator individually reviews the proglesor portions of proposals assigned, prior to
the evaluation scoring worksessions. Evaluatorieve take notes, and prepare questions for
discussion.

(7) The evaluation team may determine from thretral review that some proposals are non-
responsive and will not be included in the evahratiProposals may be deemed non-responsive
if the vendor did not follow the instructions iretRFP in preparing the proposal; if required
information or critical components are omittediofal cost cannot be determined; if the proposal
is clearly outside the scope of the RFP or LOC @nglfoposes an alternate approach
unacceptable to the State; if the proposal offatg a partial solution to the State's requirements;
if the overall quality of the response is too ptbe evaluated with reasonable effort; or for
other significant shortfalls determined by the ea#ion team. If a proposal is determined to be
non-responsive, the evaluation team documentstsons the proposal is eliminated from
consideration and does not proceed further witretteduation and scoring of the proposal.

(8) For RFPs for which the costs are not sealel| TS Technology Consultant and evaluation
team may determine that some of the proposalss emstoutside the project budget and/or out of
the competitive range and may decide not to incthdee proposals in the initial round of
scoring.

(9) For RFPs that contain Mandatory Provisionsdastified on the cover page and detailed in
the Technical Specifications section of the RFBppsals that do not meet one or more of the
Mandatory Provisions are subject to immediate dififjcation and elimination from further
consideration, at the sole discretion of the State.

(10) The ITS Technology Consultant facilitatesisensus scorirggssions for the technical
components of each proposal. During the techmicaluation, the evaluation team discusses
each item to be scored and arrives at an overafiartsus score for the technical portion of the
RFP. The ITS Technology Consultant records theescassigned by the team and documents
specific ways in which any item exceeds or doesmet specifications. Proposals may be
scored based only on criteria and specificatioritbnaa in the RFP or LOC.

(11) The ITS Technology Consultant, in conjunctrath the evaluation team, determines the
clarifications required for each proposal and #slithese clarifications from the vendor(s) in
writing. The information in

clarifications is then reviewed to determine whethe scoring is impacted by the additional
information. All written clarifications become paf the vendor's proposal.

(12) If references are to be checked, the ITS Teldygy Consultant, in conjunction with the
evaluation team, develops a reference questionnRie¢erences are checked by telephone or
email. Records of each vendor reference contardetained for the evaluation file.

(13) Scores from the consensus scoring sessiertalded by the ITS Technology Consultant.
The ITS Technology Consultant reviews the consefisdsgs with the designated Quality
Assurance (QA) Coordinator to ensure the processfallbwed and scores were assigned
consistently. If there is a required thresholdatsy), typically expressed as a minimum percent
of the technical requirements that must be mef tne@non-cost points that must be obtained to
proceed to vendor presentations and/or the cositai@n phase, the proposals not reaching that
threshold are eliminated from further consideration

(14) For proposals within the competitive range, ¢éivaluation team reviews each proposal's
exception summary and determines which exceptiomaeceptable to the State, which cannot
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be accepted, and which can be negotiated afteramraward. Proposals with a substantial
number of material exceptions and/or with exceitivat are not acceptable to the State may, at
the sole discretion of the evaluation team, beiaklited from further consideration at any point
in the evaluation process.

(15) The ITS Technology Consultant, in conjunctath the customer and other scoring team
members, schedules vendor presentations, if retjuifehere is a possibility that vendor
presentations will be required during the evaluapoocess, this possibility will be stated in the
underlying RFP or LOC. All vendors who have sulbaditresponsive proposals in the
competitive range will be asked to schedule a mtasien. Oral presentations are typically
recorded and become part of the vendors' propogalsowing all presentations, the evaluation
team reviews the scoring of each proposal to sedafmation from the presentation impacted
the consensus score for any item.

(16) The ITS Technology Consultant, with assistaa® needed from the evaluation team,
compiles the cost information, ensuring that apilagable costs are included in the price
evaluation of each proposal, verifying quantitiad aalculations, and ensuring the cost proposal
is consistent with the functional/technical progosehe evaluation team may request vendor
clarifications on inconsistencies or on what iduded or not included in a particular cost item.
No new pricing can be accepted after the propgsahing, except as defined in the underlying
RFP or LOC. Any proposal for which the cost canm®precisely determined will be eliminated
from further consideration. S@&8-020 Proposal Evaluation Criteria and Scoringrfuda for
details on cost calculation and scoring formula.

(17) The evaluation team determines whether a &sstinal Offer (BAFO) will be requested.
The State reserves the right to request a BAFOhgrpeocurement. The decision of whether to
request a BAFO is solely the decision of the Stéte. BAFO is to be required from the vendors,
the ITS Technology Consultant and the evaluatiamteevelop a written request that outlines
the information to be provided and the deadlinestdsmitting the BAFO. This document is
provided to all vendors who have submitted resp@ngroposals in the competitive range and
who could be reasonably expectant of award. BA&@svaluated in the same manner as the
original proposals.

(18) The ITS Technology Consultant compiles arrifies all scores (technical and cost) and
determines the apparent winning proposal. Afteyitiformation has been verified by the
Technology Consultant's QA Coordinator, it is derthe evaluation team for verification.

(19) Once the scoring has been reviewed and aactbgtthe evaluation team, the ITS
Technology Consultant formally requests customecuaence with the award
recommendation, posts a notification of the awarthé ITS website, and emails participating
vendors a notice of intent to award pending ITSrB@gpproval and/or successful contract
negotiations.

(20) Depending on the project cost, either the Ek8cutive Director or the ITS Board must
approve the award. This approval is independeangfapprovals required by the customer
agency or other regulatory or oversight entiti8ee018-030 ITS Director Approval & ITS
Board Approval of Procurementfisr additional information.

(21) The ITS Technology Consultant, the Speciaigtant Attorney General assigned to ITS,

and designated customer representatives beginacbmigotiations with the awarded vendor.
Should negotiations not be successful within agealsle amount of time, the State may
discontinue negotiations and begin negotiationk wie vendor that provided the next most
competitive proposal.
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Part 209 Chapter 9: Awards and Contracts
Rule 209.2: 018-020 Proposal Evaluation Criteria ashScoring Formula

Section 25-53-5 (0) of the Mississippi Code spesithat any contract for a technology
acquisition be awarded to the vendor submitting'best and best" proposal. This
requirement means the evaluation criteria and sgddrmula for evaluating vendor proposals
include both quantitative and qualitative measures.

For each Request for Proposal (RFP) or Letter aifiGoration (LOC) issued, ITS works with

the customer agency/institution to develop a sgoidmmula, based on 100 points, prior to

receipt of proposals. For RFPs, the categoriégtosed as evaluation criteria and the number of
points allocated to each category and item ardiZimd and time-stamped prior to the proposal
opening and posted on the ITS Internet site atithe of the proposal opening.

The initial determination in any scoring formulahe division of the 100 points between cost
and non-cost components. Cost identifies the "&Waroposal, but many other components
applicable to determining the quality of the pragdase also considered in determining which
proposal is both "lowest and best.” The numbegradfits allocated to cost is typically between
25 and 90 (i.e. 25% to 90% of the basis for deteimgi the winning proposal). The cost points
assigned for a particular procurement depend upemature of the products or services being
acquired. This allocation is a business decisiaderby ITS and the customer agency or
institution.

For a small number of Letters of Configuration mvitations to Bid, the specifications consist of
a list of specific hardware or software componeamis cost is the only determinant. A cost-only
evaluation methodology is the exception for promeats under the purview of ITS. The higher
the service component, the larger and more contpkeyproject, and the greater the risk to the
State, the higher the percentage of points alldc&t¢he non-cost portion of the scoring formula.

Examples of factors other than cost that are censdlfor inclusion in the scoring formula are:
(1) Quality and responsiveness of the proposal;

(2) Technical merit of the proposed solution;

(3) References;

(4) Company information;

(5) Quiality of the project plan; and

(6) Qualifications of proposed staff.

Once the relevant non-cost evaluation criteriatiergiven RFP or LOC are selected, each
criterion is assigned a weight. For some procurdgsje¢he evaluation criteria are applied in
steps. In these evaluations, each step may désigribreshold or pass/fail criteria that must be
met for the proposal to be considered further.

In some procurements, up to five "value add" poamésavailable for features of significant value
to the state that are over-and-above the requiresnoéthe RFP or LOC and are offered at no
additional cost to the State. The scoring critesradeveloped for each procurement will specify
whether value-add points are available and how witye assigned. Value-add points are in
addition to the 100 base points.
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Other procurements have optional evaluation swpd) as an onsite interview or oral
presentation, built in as contingencies. Thegasséee exercised or bypassed at the state's sole
discretion, based on an assessment by the evaluaim as to whether the extra information is
needed for an adequate evaluation and determinatitire award.

Scoring of the non-cost components in the evaloatrderia is always somewhat more
subjective than the quantitative scoring of proposat information. Each valid proposal is
evaluated against the requirements of the RFPpd3eds are not compared with each other.
Unless otherwise justified by the nature of thggmh ITS uses a consensus scoapgroach to
assign points to non-cost criteria. $48-010 Proposal Evaluation Procésisa description of
consensus scoring.

Cost scores are computed using lifecycle c&te (005-400 Terms: Lifecycle cpsiThe cost
score is computed as a ratio of the difference éetwa given proposal's lifecycle cost and the
lifecycle cost of the lowest valid proposal. Tleldwing cost scoring formula is used for every
proposal evaluation:

Points awarded for cost = (1-((B-A)/A))*n

Where:

A = Total lifecycle cost of lowest valid proposal

B = Total lifecycle cost of proposal being scored

n = number of points allocated to cost for thisqor@ment

In simpler terms, lowest price gets a perfect scéygroposal that is 20% more expensive than
the lowest priced offering gets 20% fewer points.

When the above formula would result in a negativeast score (i.e. the lifecycle cost of the
proposal being scored is more than twice that of #nlowest valid proposal), the cost score is
set to zero, rather than deducting points from thevendor's score.

Source: 25-53-5 (0)
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Part 209 Chapter 9: Awards and Contracts
Rule 209.3: 018-030 ITS Director Approval & ITS Boad Approval of Procurements

Mississippi Code Annotated, Section 25-53-5 (kyuiees that contracts for information
technology purchases be approved by the ITS Bo&@ing. Board is authorized to delegate this
approval to the ITS Executive Director for projectsting less than a specified amount.

The ITS Board is charged in state statute withréisponsibility for maximizing the use and
benefit of information technology by the agenclasards, commissions, and institutions of the
state. To address this directive, the ITS Boanding state fiscal year 2004, outlined a plan to
redirect its focus to place more attention on sgittechnology initiatives and to be more
involved in the planning stages of mission-critipedjects. The ITS Board expressed its intent
to increase its ability to impact the responsilde af scarce technology dollars for more
effective solutions that leverage state infrastrireinvestments and promote technical
compatibility and coordination among agencies astitutions.

As an important component of this redirection sfritle, the ITS Board revised the content and
format of board meetings. As the Board shiftedatsis from the approval of contract awards at
the end of a procurement process to the reviewysisaand approval of strategic technology
initiatives, the Board set new thresholds for appl@f procurement projects by the ITS
Executive Director. With fewer procurement projpatsentations, the Board will have time to
work with ITS and ITS customers on strategic plagnbest practices, and leveraging the state’s
investment in enterprise technology resources.

Due to the importance the Board places on techygdanning, the new Director Approval
thresholds do not apply to agencies without appidgehnology plans.

ITS Board Approval and Reporting Requirements/ Director Approval Thresholds

Effective July 2004
Board Approval Requirements for Director Approval Thresholds:
Agencies with approved IT plansand for
IHLs
Procurement Category Board Approval Required if Total Project
Lifecycle Cost is Greater Than:
Default $1,000,000*
Manufacturer Maintenance No limit: Board approval not required
Bureau of Buildings Projects No limit: Board approval not required
Consulting Services: $500,000*

Includes all projects that include either
'‘body shop' or deliverable-based
technology consulting, other than
incidental services provided in
conjunction with another acquisition.
Projects identified by Board, ITS Board input and/or approval required
Director, ITS staff, and/or customer

120



agency staff for special consideration:
These projects will be identified through
the ITS Board Focus Group’s IT plan
review process, agency presentations
the procurement process, and other
interactions between ITS and the
customer agencies. The ITS Board
Focus Group will determine focus areas
based on Enterprise Architecture
initiatives, analysis of agency IT plans
and continued assessment of emerging
technologies and opportunities for
interoperability and leveraging state [T
infrastructure investments.
Board Approval Requirements: for
Agencies without approved IT plans

Default $250,000
Board Reporting Requirements
Consulting Services Semi annually:

Total consulting services approved, by
agency, with list of individual CP-1s
Annually:

IT PINS by agency: filled and vacant, with
salaries

IT PINS by position across all state agencies

*Note: The ITS Executive Director only approveatstagency projects with a lifecycle cost
above $250,000 if those projects are in the cutemsitnology plan on file with ITS. Approvals
by the ITS Executive Director of projects costingrmthan $250,000 are designated "Director
Approved Planned Purchases.” The CP-1 Acquishigproval documents for these
procurements contain the project number from tlemeags IT plan and have special language
documenting that the acquisition was authorizeceuttte Director Approval Planned Purchases
Procedure.

Thetotal project lifecycle costis used to determine whether a contract can beoapg by the
ITS Executive Director ('Director Approval’) or mise submitted to the ITS Board for approval
(see definition ofifecycle costs005 Glossary of Terms).

Because there are many types of projects and assd@ayment models and because contracts
are frequently modified over the life of a projetie table below has been developed to describe
situations in which ITS Board approval would beuiegd. The table is not exhaustive. A
customer who is uncertain whether ITS Board appresvaquired for a specific procurement is
encouraged to discuss the procurement detailsthahTS Technology Consultant assigned to
the project after the request has been submitted.

| Type Contract: |Board Approval Required if: |
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(2) Initial: Single Phase

The total initial andgoing costs
(maintenance, support, annual license fees,
etc.) to be paid to vendor(s) for the projecteq

Approval threshold.

lifecycle of the technology exceed the Director

(2) Initial: Multi-Phase

The total cost of the initphase is less than
the Director Approval threshold, but the
RFP/LOC included an option for the contrac
to continue for subsequent phases at the St
discretion, with the vendor providing a cost
proposal for the next phase as a deliverable
Phase [; the total cost of the initial phase an
subsequent phases can reasonably be expsg
to exceed the Director Approval threshold

t
ate’s

in
d
cted

(3) Madification / continuation: Amendment
change order to ongoing project

ba. Cost increase for the amendment or char
order is above the Director Approval
threshold; or

order is less than the Director Approval
threshold, but the new project total is above
Director Approval threshold, and there has
been no previous Board approval for the
project; or

c. Cost increase for the amendment or chan
order is less than the Director Approval
threshold; the project was approved by the
Board; the sum of changes since the last B
approval exceeds the Director Approval

ge

b. Cost increase for the amendment or change

the

ge

ard

threshold;

Source: 25-53-5 (k)
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Part 210 Chapter 10: Procurement Policies

Rule 210.1: 019-001 ITS Procurement Ethics

Principles and Standards
Procurement Code of Ethics

Procurement Code of Conduct

Principles and Standards for Ethical Procurement

ITS has adopted the following overriding principées standards to guide individual and group
decisions and actions related to technology procargs. These principles and standards are
established to (1) encourage adherence to uncongirngnethical behavior, (2) increase
awareness and acceptance of ethical conduct, manf@asize the role of ethics when
formulating decisions.

These standards are guidelines for everyone indalvéechnology procurements, whether they
represent ITS, an ITS customer, or a technologgeen

These principles and standards, along with thelaéh Code of Ethics and Code of Conduct,
should be applied with good judgment, managemeaat, and personal conscience when
making decisions concerning actions that affeehttmence public procurement.

Principles and Standards:

Perceived Impropriety Prevent the intent and appearance of unethroabmpromising conduct

in relationships, actions, and communicationserbattions among ITS, customers, and vendors
must be honest and fair-minded. Avoid actions #pgtear to, or actually, diminish ethical
conduct. Consequences of a perceived impropraatyoe the same as consequences of an actual
impropriety.

Conflicts of Interest Ensure that any personal, business, or othasitgadoes not conflict with
the interests of the State or your role in techgglprocurement. Persons responsible for
technology procurements must not use their postionnduce another person to provide
inappropriate benefits to themselves or otherds $tandard applies to family, business,
personal, or financial relationships. Even theegpance of a conflict must be avoided.

Issues of InfluenceAvoid behaviors or actions that may negativeljuence, or appear to
influence, procurement decisions. Avoid any atfithat reduces the objectivity of the decision-
making process.

Responsibilities to the StatéJphold your responsibilities using reasonable @nd granted
authority to deliver value to the State. As empley of the State and public servants, technology
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procurement professionals serve the interestseofthte of Mississippi to the exclusion of
personal gain.

Vendor and Customer Relationshig8romote positive vendor and customer relatiqgpshiTS
procurement staff members are responsible for dpuad and maintaining effective business
relationships with vendors and ITS customers. mgddy across all business interactions
enhances the reputation of ITS and of the pubbcyrement process.

Confidential and Proprietary InformatiodProtect confidential and proprietary informatemd
share it with others only when needed. ITS pranem staff members should ensure that
recipients of confidential and proprietary informatknow that they have an obligation to
protect it.

Applicable Laws and ProcedureKnow and follow the letter and spirit of Missiggi public
procurement statutes, as well as the processedqures, rules, and guidelines applicable to
technology procurement. ITS procurement staff mensshould develop and maintain an
understanding of the statutory requirements fdnrtetogy procurement for the State of
Mississippi. Customers and vendors should seekderstand the basic guidelines and legal
constraints inherent to public procurement in Misgipi.

(Source: Principles and Standards of Ethical Supply Managen@onduct with Guidelings
Institute for Supply Management, In&!, ©2008. Used by permission.)

ITS Procurement Code of Ethics
Section 1: Background and Purpose

1.1  Section 25-4-101, Mississippi Code of 1972amgnded states, “The legislature declares
that elective and public office and employment mullic trust and any effort to realize personal
gain through official conduct, other than as preddy law, or as a natural consequence of the
employment or position, is a violation of that ttuSherefore, public servants shall endeavor to
pursue a course of conduct which will not raisepgtien among the public that they are likely to
be engaged in acts that are in violation of thisttand which will not reflect unfavorably upon
the state and local governments.”

1.2 ITS expects and promotes full compliance whith gtatutory directives in Mississippi
Code Sections 25-4-101 through 25-4-119, by all $%#f members, ITS customers, and
members of the vendor community who do busineds Wi. This Code of Ethics and
associated Code of Conduct are provided as a remiaceach of these groups of the high
ethical standards to which they and their actiorshald by the members of the public; the
legislative, executive, and judicial branches o&8issippi government; and the executive
management and board of ITS. This policy is ineshtb be applied in conjunction with and
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shall not be considered as superseding any lanegatations administered and enforced by the
Mississippi Ethics Commission.

Section 2: Expectations of ITS Procurement Staff

2.1 ITS considers public employment to be a puiplist and expects each ITS employee,
including but not limited to those involved in theocurement process, to exhibit the highest
standards of honesty, integrity, impartiality, desy and ethical conduct in all actions and
decisions.

2.2 ITS procurement staff will work professionaltpoperatively, and respectfully with ITS
customers and with prospective and incumbent vendor

2.3 ITS procurement staff will manage procuremdaitty and in a transparent manner,
adhering to all statutes, policies, and rules.

2.4 ITS management will promote and foster thédsg standards of professional
competence and knowledge for all personnel involadtie procurement process.

2.5 ITS procurement staff will seek to work asa@éntly as possible while producing a
quality product that meets the objectives of theteSof Mississippi, minimizing delays and costs
for both vendors and customers.

2.6 ITS procurement staff will work with the custerand, if applicable, the vendor
community, to develop responsible and realistiggumtoschedules and then to ensure
commitments are fulfilled in a timely manner to mpeblished procurement schedules.

2.7 ITS procurement staff will protect confidentald proprietary information throughout
the procurement process.

2.8 ITS procurement staff will not solicit or actejfts, gratuities, loans, offers of
employment, or anything else of monetary value feowendor.

2.9 ITS procurement staff will identify any procaorent situation which creates a potential
conflict of interest or appearance of such conflictthe staff member. ITS management will
take measures to appropriately mitigate the cdnfi@onflict of interest is defined as any
personal interest, directly or indirectly, througlsiness, family, friend, or other associations,
that may influence or may reasonably appear torstioeinfluence a person’s judgment and
impartiality, in any matter relevant to that persoduties.

Section 3: Expectations of ITS Customers

3.1 ITS expects customers, as public servantxhibie the highest standards of integrity
and ethical conduct in all aspects of the procurdgrpeocess.
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3.2 ITS expects customer staff to work professignaboperatively, and respectfully with
ITS and with vendors.

3.3 ITS expects customers to be fully open andhéanining with all information related to an
acquisition, including but not limited to custonexecutive’s objectives, direction and support;
budget and funding; business and technical issug®hbjectives; vendor contacts; and all other
influences, drivers, expectations, schedules, dmer @potential influences on the procurement
process or outcome.

3.4 ITS expects customer entities to provide regagemformation in a complete and
accurate form and in a timely manner.

3.5 ITS expects customers to maintain the confidktytof information acquired during the
procurement process as appropriate.

3.6 ITS expects customers to accurately reprebeirtttue business requirements and to
work with ITS to ensure specifications are open emipetitive.

3.7 ITS expects customers to uphold the publid tsygorocuring solutions that meet their
business needs without paying for features thatexkt¢he procuring entity’s true requirements.

3.8 ITS expects customers to initiate only procugsts the customer has a clear intent to
award.

3.9 ITS expects customers to responsibly and pradgimanage vendors and project
contracts to ensure all provisions are upheld amrdtect the interests of the State.

3.10 ITS expects customers to identify any situnatigth a potential conflict of interest or
appearance of such conflict related to the procargmrocess. Conflict of interest is defined as
any personal interest, directly or indirectly, thgh business, family, friend, or other
associations, that may influence or may reasorgggbear to others to influence a person’s
judgment and impartiality, in any matter relevanthat person’s duties.

Section 4: Expectations of Prospective and IncumbéivVendors

4.1  Vendors are expected to promote the highestatds of ethical behavior in all business
dealings and in every phase and aspect of the mw@nt process.

4.2  Vendors are expected to fully respect the me@edublic sector procurement to be
conducted in a structured, consistent, fair, oped, transparent manner.

4.3  Vendor representatives are expected to worlegsmnally, cooperatively, and

respectfully with ITS and ITS’ customers, providimformation in the form requested and in a
timely manner.
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4.4  Vendors are expected to raise valid issuesmrarns regarding a procurement vehicle or
process as soon as they become aware of the isdue aork with the State’s representatives to
resolve issues in a constructive manner.

4.5  Vendors are expected to present complete andate information concerning their
experience, products, and capabilities and to mepnly solutions they can successfully deliver
for the cost and within the timeframe proposed.

4.6  Vendors are expected to read, understand,@nglg with ITS’ procurement policies
and procedures, as well as all instructions andireapents in the specific procurement vehicle
to which the vendor is responding.

4.7  Vendors are expected to negotiate project aot®in good faith and to uphold all
commitments made in a project proposal, includingriot limited to project timeframes, costs,
and staffing, and to ensure projects are resowanddupported to a successful outcome.

4.8  Vendors must not attempt to unduly influence part of the procurement process or
content in a manner that violates generally acceptsiness ethics.

4.9  Vendors must not work in concert with any cotimgevendor when preparing a bid or
proposal.

4.10 Vendors must not distribute marketing or sadésted information related to an ITS
procurement instrument, contract, project, or awathout the prior review and written
permission of ITS. Vendors who violate this praats especially if the information distributed
is fraudulent or misleading, are subject to disdjgation or other penalties.

4.11 Vendors must not offer, give or agree to giygratuity, gift, or anything of monetary
value, including any offer of employment, to anyameolved in the procurement process within
one year of the conclusion of the procurement @®.cdTS will consider any such offer a breach
of process, and the offering vendor will be subjedisqualification and other penalties.

Section 5: Expectations for the Procurement Process

5.1 Every procurement overseen by ITS will be cmteld in accordance with all applicable
statutes and with the policies and procedures 8f IT

5.2 Procurements will be conducted using a compefirocess. Exceptions will require
substantial and compelling documentation.

5.3 Specifications developed for technology procweets will be open and competitive and
will represent the actual business requirementietustomer entity. The process will not favor
or exclude qualified vendors other than by critéhat are true requirements of or value to the
State.
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5.4  The procurement process will be transparerth appropriate information shared with
stakeholders in a timely manner.

5.5  The selection in a procurement process wibbdmed on the best combination of cost and
value to the State and will be determined basetthewrriteria defined in the underlying
procurement vehicle.

5.6  All potential vendors will be treated fairlycdarquitably and will have equal access to
information throughout the procurement process.

5.7 Contractual terms will be clear and fair, t@kinto account the interests of the vendor
while protecting the substantial interests of thateS

5.8  The procurement process will offer and encoeiggportunities for both successful and
unsuccessful candidate vendors to receive feedbatks specific and relevant to the vendor’s
offering and the procurement process, with the aibje of improving future offerings by that
vendor and of incorporating applicable vendor femtthinto the procurement process.

Source: Sections 25-4-101 through 25-4-119

ITS Procurement Code of Conduct
1. ITS Statutory Responsibilities and Charge

1.1 ITS is dedicated to providing the best poss#arvice to government customers. ITS strives

to balance the following aspects of our role ingovnent:

« the need to develop strong partnerships with vendiio provide IT hardware, software, and
services to government;

« the need to deliver quality IT hardware, softwamg services for the lowest possible cost to
the State as a whole; and

« the requirement to manage open and competitiveupeatent efforts for IT hardware,
software, and services.

1.2 ITS employees conduct themselves in a maonestill public confidence in the integrity

of state government employees. It is impossiblkenticipate every example of ethics decisions
that may be presented to ITS employees. It isdBponsibility of the employee to exercise good
judgment and to be sensitive to any possible appearof impropriety when conducting
business with customers and vendors.

1.3 ITS employees are encouraged to err on tleeddidxcess diligence regarding any business
situation to avoid even the appearance of a vamatif the public trust.

2. Gifts and Gratuities
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2.1 ITS recognizes there is a cost for vendomdoide IT hardware, software, and services to
government. ITS also recognizes that as the ocost ¥endor to do business increases, the cost
for government to do business increases. ITS gyapbostrive to lower the cost of doing
business wherever possible.

2.2 Acceptance of anything of tangible value frawendor contributes to the vendor’s expenses
and unnecessarily presents an opportunity for neganetation of the relationship between the
vendor and the employee. Therefore, ITS procuréstaff members do not accept any offer of
a product, service, or favor of tangible value frawendor.

2.3 ITS procurement staff members refuse giftsgratlities, including but not limited to,
money, credit, loans, discounts not generally alédl, and entertainment. Some examples of
unacceptable gifts and offerings are listed below:

« Free tickets to the theater, sports events, or @hiertainment venues.
« Paid travel costs or accommodations.
« Gift cards or gift certificates.

2.4 ITS procurement staff members do not accdptdbf employment from any awarded
vendor within one year of the conclusion of a preatent process in which that vendor and staff
member mutually participated.

2.5 ITS procurement staff members do not soligytlaing from vendors for any reason.
Examples include, but are not limited to:

« Purchases by vendors from side businesses in whnecktaff member is involved,;

« Donations by vendors for charitable and/or civiergg or organizations in which the ITS
employee and/or his/her immediate family is involvand

« Purchases by vendors from fund raisers in whichdirployees and/or their families are
involved.

2.6 ITS procurement staff may accept items of matwalue offered by suppliers to a
substantial number of their customers for publiatrens purposes when there could be no
perception of monetary value, inappropriate infltesror other ethical breach. Examples might
include a t-shirt, pen, notepad, or other inexpanginket.

2.7 ITS procurement staff members may sometimeedpgired to conduct business during
meals or to participate in modest hospitality asartesy in a business relationship. Staff
members will avoid frequent meals with the samedeermnd avoid any situation in which
he/she might be perceived to have been influensedrasult of accepting or participating in a
particular vendor’s hospitality. However, any ailldvendor contacts with ITS procurement
staff and ITS customer staff must be discontinuaihd any active procurement process in
which the vendor is a potential proposer for thetamer’s project and/or the ITS procurement
staff member is involved in the procurement project
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2.8 ITS procurement staff may participate in lwactd-learn and similar meetings sponsored by
vendors.

2.9 ITS procurement staff members may participataffles or drawings held by vendors in
public forums but will not encourage or initiateendor raffle.

3. Confidential Information

3.1 The assigned ITS project manager is respafblensuring that all ITS and customer
employees involved in the procurement process eé&e¢be appropriate confidentiality
agreements in a timely manner and that these agrd@srare maintained in the project file.

3.2 The assigned ITS project manager is respafblprotecting and controlling the
distribution of all proprietary or confidential neadals throughout the procurement process,
including physical security of printed documenesg ity of electronic documents, and
accounting for all copies of the same.

3.3 The assigned ITS project manager is respanBblinstructing each team member
regarding the need to protect and secure propyiatast confidential information.

3.4 The assigned ITS project manager is respafiblensuring any external requests for
project information are directed to and processethe ITS Public Records Officer in
accordance with the ITS Public Records Policy.

4. Conflict of Interest

4.1 ITS procurement staff members strive to ctillety and individually maintain an open and
competitive environment for awarding and conductingernment business. An ITS
procurement staff member with a perceived or aatoaflict of interest in a certain procurement
effort will make a formal declaration of disquatiition and promptly withdraw from further
participation in the procurement.

4.2 ITS procurement staff members avoid engagimgersonal business with a vendor who
provides IT hardware, software, or services to goveent in Mississippi.

4.3 ITS procurement staff members do not lend moo®r borrow money from any vendor.
4.4 ITS procurement staff members avoid outsidpleyment or other activities that might
create demands incompatible with their procurerassignments, cast doubt on their ability to

perform these assignments objectively, or othenatisate a conflict of interest.

4.5 Conflicts of interest for members of the prernent staff include but are not limited to:
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« The ITS procurement staff member or any membehnatfperson’s immediate family has a
financial interest pertaining to the procuremerd/anan association with any potential
vendors;

« A business or organization with which the ITS precoent staff member or any member of
that person’s immediate family is associated hfasaacial interest pertaining to the
procurement and/or is a potential vendor; or

« Any other person, business, or organization witlomvlihe ITS procurement staff member or
any member of that person’s immediate family isatieging or has an arrangement

concerning prospective employment is involved i pnocurement.

Source: Sections 25-4-101 through 25-4-119
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Part 210 Chapter 10: Procurement Policies

Rule 210.2: 019-010 ITS Public Records Policy anddétedures
Public Records Policy

Public Records Procedures

Public Records Request Form

ITS Public Records Policy

1. Statutory Authority and Purpose.

(a) Introduction

The Mississippi Department of Information Techngl@grvices (ITS) is the state agency
created by Section 25-53-1 et seq., MississippieG@dL972, to maximize the use and benefit of
information technology by promoting full cooperatje@oordination, cohesive planning, and
maximum compatibility of technology among all stagencies and institutions of higher
learning. ITS' central office is located at 3 EHdstwood Drive, Jackson, Mississippi 39211.

These public records procedures are promulgatd@i®yn compliance with the Mississippi
Public Records Act of 1983, Mississippi Code Secfis-61-1, et seq.

“It is the policy of the Legislature that publiccards must be available for inspection by any
person unless otherwise provided by this act. leamiore, providing access to public records is a
duty of each public body and automation of pubdicards must not erode the right of access to
those records.” Section 25-61-1, Miss. Code of2197

“[A]JIl public records are hereby declared to be luproperty, and any person shall have the
right to inspect, copy or mechanically reproducelatain a reproduction of any public record of
a public body in accordance with reasonable wripteatedures adopted by the public body
concerning the cost, time, place and method ofss;@nd public notice of the procedures shall
be given by the public body.” Section 25-61-5, MiSsde of 1972.

The act defines "public record” to include "all Bsprecords, papers, accounts, letters, maps,
photographs, films, cards, tapes, recordings aodtions thereof, and any other documentary
materials, regardless of physical form or charésties, having been used, being in use, or
prepared, possessed or retained for use in thaucgricansaction or performance of any
business, transaction, work, duty or function of pablic body, or required to be maintained by
any public body.” Section 25-61-3(b).

The purpose of these rules is to establish theefjnes and procedures ITS will follow in order
to provide full access to public records. Thesesudrovide information to persons wishing to
request access to public records of ITS and estapliocesses for both requestors and ITS staff
that are designed to best assist members of tHe puilobtaining such access.
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The purpose of the act is to provide the publicdatess to information concerning the conduct
of government, mindful of individuals' privacy righand the desirability of the efficient
administration of government. Because the purpbsiee act is to allow people to be informed
about governmental decisions (and therefore hedp k@vernment accountable) while at the
same time recognizing certain exemptions, it shaoldbe used to obtain records containing
purely personal information that has no bearingh@nconduct of government.

The act and these rules will be interpreted in fafalisclosure. In carrying out its
responsibilities under the act, ITS will be guidsdthe provisions of the act describing its
purposes and interpretation.

(b) Definitions

"Custom Request" means any public records reqoesgtformation other than what is contained
in the list of Standard Documents as specifiedhélTS Public Records Request Procedures
Attachment to this document.

"Exempt Record"” means a record held by a publig/libdt may contain information that
impacts the rights of others and has been excltrdeddisclosure under the Mississippi
Public Records Act.

"Initial Fee" means the evaluation and researchmggy in the amount specified in the ITS
Public Records Request Procedures Attachmentgaltdtument. This fee is due with the
submission of Public Records Requests for Custoqu&ss and is applied toward the actual
cost of filling the Public Records Request.

"Standard Document” means any public record listdde ITS Public Records Request
Procedures Attachment to this document and avail@iblimmediate release at either no cost
or a fixed charge.

"Standard Document Fee" means the fixed cost farticular Standard Document, as shown in
the ITS Public Records Request Procedures Attachtoghis document.

"Working Days" means Monday through Friday butledes State recognized holidays
mandated by Mississippi Code Annotated, Section73B972), other holidays identified in
holiday proclamations published or distributed Iy Mississippi Secretary of State, and any
other day the offices of state agencies are offyccdosed for business.

2. ITS Public Records Officer and Contact Informatbon

(a) Any person wishing to request access to pubtiords of ITS, or seeking assistance in
making such a request should contact the Publiof@dse®Officer of ITS:

Public Records Officer

Mississippi Department of Information Technologr8ces
3771 Eastwood Drive, Jackson, MS 39211

Phone: 601-432-8000

Fax: 601-713-6380

Email: projects@its.ms.gov
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Information is also available at the ITS web site/ww.its.ms.gov

(b) The ITS Public Records Officer will oversee qoiance with the act but other ITS staff
members may process the request. Therefore, thiesewill refer to the Public Records Officer
"or designee." The Public Records Officer or desegand ITS will provide the "fullest
assistance” to requestors; ensure that publicdsare protected from damage or
disorganization; and prevent the fulfilling of pithtecords requests from causing excessive
interference with essential functions of ITS. Adferences in this policy to "Public Records
Officer" should be construed as "Public Recordsd®@ffor designee."

3. Availability of public records.

(a) Records available through ITS websiteMany public records maintained by ITS are
available for access and/or download at no chaiaéhe ITS websiteyww.its.ms.gov
Requestors are encouraged to view the documenitalaezon the web site prior to submitting a
public records request. Requestors without adoe® internet may request to use a computer
at the ITS offices for this purpose.

(b) Hours for inspection of records.With prior written notice to the Public Record<iCdr,
public records are available for inspection andyaugpduring normal business hours of ITS,
Monday through Friday, 8:00 a.m. to 5:00 p.m., edirlg state holidays. Records must be
inspected at the offices of ITS with an ITS empypeesent.

(c) Organization of records.ITS will maintain its records in a reasonably arigad manner.
ITS will take reasonable actions to protect recdrds) damage and disorganization. A requestor
shall not take ITS records from ITS offices withthe permission of the Public Records Officer.

(d) Making a request for public records.

(i) Any person wishing to inspect or copy any palsBcords maintained by ITS, or to request
copies of such information from ITS, should make tbquest in writing on the ITS Public
Records Request Form, or by letter addressed tad $1@ublic Records Officer and include the
following information:

Name of requestor;

Address of requestor;

Other contact information, including telephone neménd e-mail address;

Identification of the public records adequate fog Public Records Officer to locate the records;

The date of the request; and

A check for the appropriate amount, as specifiethénlTS Public Records Request Procedures
Attachment to this document.

(i) If the requestor wishes to have copies ofreords made instead of simply inspecting them,
he or she should so indicate and make arrangerteepss for copies of the records at the time
they are copied. Standard photocopies will be plediat the per page cost specified in the ITS
Public Records Request Procedures Attachmentsaltaument.
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(iif) A Public Records Request Form is availabledse by requestors at the office of the Public
Records Officer. Word and pdf versions of thisutoent are attached to this policy. Because
an Initial Payment must accompany the requestaieidlephone, email, and fax requests cannot
be accepted.

(e) Obligations of ITS.

() ITS has a duty to promptly provide access tmahexempt public records. ITS will treat all
requestors similarly, regardless of the purposh®ftequest or the identity of the requestor.

(ii) Public records used or created by ITS willre&ined according to retention schedules
approved by the Mississippi Department of Archiaed History. These schedules are specific
to ITS and to the type and contents of the pulglcord. The destruction of ITS public records is
governed by the retention schedules.

(i) ITS will not destroy any public record, evdrit is eligible to be lawfully destroyed under a
retention schedule, if a public records requestiessn made for that record. ITS will retain the
record until the Public Records Request has besaived.

(iv) ITS will use technology to provide public reds in electronic form where possible.
(v) ITS will conduct an objectively reasonable séafior responsive records.

(vi) ITS is not obligated to create a new recorddtsfy a public records request.

(f) Obligations of Requestor

(i) A requestor must request an identifiable rdaar class of records. An "identifiable records"
is one the ITS staff can reasonably locate. TH#i®R®ecords Act does not allow the requestor
to search through ITS files for records that carreteasonably identified or described to ITS.

(i) A requestor must be as specific as possiblaaking the request. Requests using inexact
and comprehensive phrases such as "all recordseta” a topic, requests requiring legal
research, or requests asking for information rattfen records will be clarified or denied by
ITS.

4. Processing of Public Records Requests.

(a) Providing accessITS acknowledges that “providing access to puldmords is a duty” and
that “any person shall have the right to inspeapycor mechanically reproduce or obtain a
reproduction of any public record” in accordancéwhese policies ( Mississippi Code Sections
25-61-1 and 25-61-5). The Public Records Officdl jrocess requests in the order allowing the
most requests to be processed in the most effioiaminer.

(b) Acknowledging receipt of requestWithin seven (7) Working Days of receipt of the
request, the Public Records Officer will do onemare of the following:

(i) Make the records available for inspection opyiag;
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(i) If copies are requested and full payment ereed in accordance with the ITS Public
Records Request Procedures Attachment to this detiisend the copies to the requestor;

(i) Acknowledge the receipt of the request andvile a reasonable estimate of the time and
cost that will be required to make the recordslatée; for records that do not fall under the
provisions of Mississippi Code Section 25-61-9 rdgsy third party notification requirements,
ITS will provide a written explanation if the redsrcannot be produced within the seven
Working Day period.

(iv) If the request is unclear or does not suffitig identify the requested records, request
clarification from the requestor. Such clarificatimay be requested and provided by telephone,
with written follow-up. The Public Records Officaray revise the estimate of when records will
be available;

(v) Deny the request, with documentation to theiestpr as to the reason for denial.

(c) Consequences of failure to respondf ITS does not respond in writing within seven (7
Working Days of receipt of the request for disclasihe requestor should contact the Public
Records Officer to determine the reason for thieraito respond.

(d) Protecting rights of others.In the event the requested records contain infoomahat may
affect rights of others and may be exempt fromldsae, the Public Records Officer will, prior
to providing the records, give notice to such adhehose rights may be affected by the
disclosure ("Third Party Notice"). Such notice via# given so as to make it possible for those
other persons to contact the requestor and askhhmr to revise the request, or, if necessary,
seek an order from a court to prevent or limitdiselosure. The notice to the affected persons
will include a copy of the request. See Sectiai this policy for additional information on
Third Party Information.

(e) Denial of RequestITS may deny a Public Records Request for theviolig reasons

(i) Records exempt from disclosureSome records are exempt from disclosure, in wbpla
part. If ITS believes that a record is exempt frdistlosure and should be withheld, the Public
Records Officer will state the specific exemptiom grovide a brief explanation of why the
record or a portion of the record is being withhdiiénly a portion of a record is exempt from
disclosure, but the remainder is not exempt, tHai€&ecords Officer will redact the exempt
portions, provide the nonexempt portions, and iagido the requestor why portions of the
record are being redacted. See Section 6 foriaddltinformation on exemptions.

(i) Record does not exist or ITS does not have the rach ITS must only provide access to
public records in existence at the time of the esfjulf a public record is created or comes into
the possession of ITS after the request is recddydd S, that record will not be provided. The
requestor must make a new request to obtain suestyereated public records. Sometimes
more than one public body holds the same recortieiwnore than one public body holds a
record, and a requestor makes a request to ITSwIITBrovide access to the record it holds
regardless of its availability from another pulidimdy.

(f) Inspection of records.
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(i) Consistent with other demands and with prioitten notice by the requestor to the Public
Records Officer, ITS shall promptly provide spazéntspect nonexempt public records with an
ITS employee present. No member of the public neayave a document from the viewing area
or disassemble or alter any document. The requsk#irindicate which documents he or she
wishes ITS to copy and must provide payment foieopt the time copies are made.

(i) The requestor must claim or review the assealbecords within ten (10) Working Days of
ITS' notification to him or her that the recorde awvailable for inspection or copying. ITS will
notify the requestor in writing of this requirememtd inform the requestor that he or she should
contact ITS to make arrangements to claim or retfewrecords. If the requestor or a
representative of the requestor fails to claimemigw the records within the ten (10) Working
Day period or make other arrangements, ITS maedlos request and refile the assembled
records. Other public records requests can be gsedeahead of a subsequent request by the
same person for the same or almost identical recavkich can be processed as a new request.

(iif) Providing copies of records After inspection is complete, the Public Recordo®r shall
make the requested copies or arrange for copyling requestor must provide payment for
copies at the time copies are made. Alternatef/réquestor may ask that ITS provide the
requested information directly to the requestoprinted or electronic form, without prior
inspection of the information by the requestor.

(iv) Providing records in installments.When the request is for a large number of recdhgs,
Public Records Officer will provide access for iasfjon and/or copying in installments, if he or
she reasonably determines that it would be prddbgarovide the records in that way. If, within
ten (10) Working Days, the requestor fails to irtdfire entire set of records or one or more of
the installments or fails to make payment as regllithe Public Records Officer may stop
searching for the remaining records and closedbaest.

(v) Completion of inspection.When the inspection of the requested recordsngptete and/or

all requested copies are provided to the requetster?ublic Records Officer will indicate that
ITS has completed a diligent search for the regaestcords and made any located nonexempt
records available for inspection.

(vi) Closing withdrawn or abandoned requestWhen the requestor either withdraws the
request or fails to fulfill his or her obligatiots inspect the records or to make payment as
required, the Public Records Officer will close tegquest and indicate to the requestor that ITS
has closed the request.

(vii) Later discovered documentslf, after ITS has informed the requestor thatai$ lprovided

all available records, ITS becomes aware of aduficesponsive documents existing at the time
of the request, it will promptly inform the requesof the additional documents and provide
them on an expedited basis.

5. Processing of public records requests: Electramrecords.

(a) Requesting electronic recordsThe process for requesting electronic public réss the
same as for requesting paper public records.
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(b) Providing electronic records.When a requestor requests records in an electformat, the
Public Records Officer will provide the nonexemgtards or portions of such records that are
reasonably locatable in an electronic format thatsed by ITS and is generally commercially
available, or in a format that is reasonably tratadile from the format in which ITS keeps the
record. Costs for providing electronic recordsgoeerned by the ITS Public Records Request
Procedures Attachment to this document. ITS wildoice records that can be located based on
a description provided by the requestor, usingdsteshsearch features in ITS' current software.

(c) Customized access to data basaa/ith the consent of the requestor, ITS may provide
customized access if the record is not reasonabbtdble or not reasonably translatable into the
format requested. ITS may charge the actual cosuich customized access.

6. Exemptions.

(a) The Mississippi Public Records Act, as welbdeer statues and court decisions, provides
that a number of types of documents are exempt poblic inspection and copying. In addition,
other statutes or rules of law, such as variouspyi restrictions, may prohibit disclosure.
Requestors should be aware of the following exemngtioutside the Public Records Act, that
restrict the availability of some documents heldT$ for inspection and copying. This listis
provided for informational purposes only and mayall-inclusive:

Academic records exempt from public access, seeBLH1.

Appraisal records exempt from access, see § 31-1-27

Archaeological records exempt from public access,&39-7-41.

Attorney work product, examination, exemption, Se&5-1-102.

Birth Defects Registry, see § 41-21-205.

Bureau of vital statistics, access to records 8s¢&-57-2.

Charitable organizations, registration informatieremption from public access, see 8§ 79-11-
527.

Concealed pistols or revolvers, licenses to caegords, exemption, see § 45-9-101.

Confidentiality, ambulatory surgical facilities,es§ 41-75-19.

Defendants likely to flee or physically harm thehass or others, see § 41- 32-7.

Environmental self-evaluation reports, public retsoact, exemption, see § 49-2-71.

Hospital records, Mississippi Public Records Aatraption, see § 41-9-68.

Individual tax records in possession of public haekemption from public access requirements,
see § 27-3-77.

Insurance and insurance companies, risk basedatgiel requirements, reports, see § 83-5-
415.

Judicial records, public access, exemption, sed 88.

Jury records exempt from public records provisices, § 13-5-97.

Licensure application and examination records. gtem from Public Records Act, see § 73-
52-1.

Medical examiner, records and reports, see 8 463%1-

Personnel files exempt from examination, see §8-294.

Public records and trade secrets, proprietary cawiat@nd financial information, exemption
from public access, see § 79-23-1.

Workers' compensation, access to records, see38661-
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(b) ITS will describe why each withheld record edacted portion of a record is exempt from
disclosure.

7. Third Party Information

(a) Documents submitted to ITS by commercial eeditn conjunction with the procurement
process and with enterprise technology initiatioften contain trade secrets or confidential
commercial or financial information subject to f®tection of the Public Records Act
(Mississippi Code Section 25-61-9). Upon requeshs$pect or copy any third-party document ,
ITS shall notify the person who filed the documgiithird Party"). Ten (10) Working Days after
such notice, the document will be made availabigitdolic inspection and/or copying unless the
Third Party shall have either (i) obtained a cauder protecting such records as confidential
pursuant to Section 25-61-9, Miss. Code of 197@ipfurnished ITS a copy of the filed petition
for a protective order, providing the petition wigesd timely upon Third Party’s receipt of
notification from ITS regarding the request foramhation.

(b) The Third Party must prove to the court's §atison that the record or portion of the record
is exempt from disclosure and must deliver the torder preventing the release of all or part of
the information to ITS prior to the deadline toywet disclosure of the information. The Third
Party must name the requestor as a party to amgnactenjoin disclosure.

(c) ITS will not make a determination as to whetheequested record provided by a Third Party
contains trade secrets or confidential commerciéihancial information. ITS will provide

Third Party Notice as outlined above and allowdbert to determine if a protective order

should be issued.

(d) Documents are frequently produced by ITS toat&in specific information obtained
directly from a Third Party and, as such, may dgexi to Third Party Notice as described
above. Examples include, but are not limited téaitksd proposal evaluation documentation;
line-item pricing spreadsheets; and contract eihifmntaining proprietary vendor information
and marked "confidential." In no event, howeveil WS be obligated to provide Third Party
Notice prior to the release of ITS-generated domimeontaining summary-level information or
other information as may be required to be maddi@rdcord as part of the fulfillment of ITS'
statutory mission.

(e) All ITS employees are Confidentiality Officeess defined in Section 25-53-51 of Mississippi
Code, and have been duly sworn in accordance h&toath contained therein. Information and
data owned by another agency or institution andlirggat ITS must not be disclosed by ITS
employees, as mandated in the oath taken as Catiétiey Officers. Requests for such data
must be made to the originating agency or insttuti
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8. Costs of providing public records.

(a) Costs for fulfilling a request. Section 25-61-7(1), Miss. Code of 1972, readzairt as
follows: “Except as provided in subsection (2}t section, each public body may establish
and collect fees reasonably calculated to reimbitifee, and in no case to exceed, the actual
cost of searching, reviewing and/or duplicating,ahdpplicable, mailing copies of public
records.” ITS is a 100% special fund agency atid by the hour for services provided to
customers. Because time spent fulfilling publicorels requests is time that would otherwise be
spent on customer projects, this time will be iedi at the hourly billing rate of the staff
members performing tasks required to fulfill thguest. Billing rates are established in
compliance with federal cost allocation guidelindse current range of billing rates for ITS
staff is shown in the ITS Public Records Requesté&tures Attachment to this document. ITS
commits to providing standard information on th&inet at no cost to the requestor and to
fulfilling Custom Requests as expeditiously andceghtly as possible. ITS will provide a cost
estimate to the requestor prior to the requestwigring any charges above those of the initial
research fee discussed below.

(b) Initial Evaluation and Research FeelTS charges an initial fee, in the amospecified in

the ITS Public Records Request Procedures Attachtoehis document, for every customized
public records request. This fee covers the dospardinating with the applicable project team
to ascertain documents that are available withénstope of the request; reviewing the requested
records; determining based on the content of tberds whether Third Party Notification must

be provided; providing required notifications; ateleloping a cost estimate and timetable for
fulfilling the request. A Custom Public Recordsgeest cannot be processed until this initial fee
is received. The initial fee is non-refundable.

(c) Charges for staff servicesThe actual cost afearching for and reviewing the information,
providing Third Party Notice if required, copying $canning, redacting exempt information
from public records, and other services requiretlffdl the Custom Request, shall be based
upon the applicable hourly rate, as describedanabove, which shall be multiplied by the
actual time to complete the tasks. If a requestires legal analysis and advice to determine
possible exemptions, ITS will include the actuadtoaf the attorney's time in the cost of
fulfilling the request.

(d) Costs for paper copies.A requestor may obtain standard black and whtegropies for
the amount specified in the ITS Public Records RetgRrocedures Attachment to this
document.

Before copies can be made and/or provided to tipeestor, the requestor must pre-pay all
reasonably estimated costs of copying all the dceelected by the requestor. ITS will not
charge sales tax when it makes copies of publiordsc

(e) Costs for electronic records.The cost of electronic copies of records and/ansed copies
of nonelectronic records shall be the amount sgecds the media cost for a CD in the ITS
Public Records Request Procedures Attachmentgaltdument. The cost of the scanning
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process will be calculated at the hourly servide.ra here will be no charge for e-mailing
electronic records to a requestor, unless anotisrapplies, such as research and scanning fees.

(f) Costs of mailing.ITS will charge actual costs of mailing, includitige cost of the shipping
container.

(g) Payment.Payment may be in the form of a certified checknay order, or corporate check
made payable to ITS for the amount specified. &khar personal checks can be accepted.

9. Review of denials of public records.

(1) Petition for internal administrative review of denial of accessAny person who objects to
the initial denial or partial denial of a recor@sjuest may petition in writing (including e-mail)
to the Public Records Officer for a review of thatision. The petition must include a copy of
or reasonably identify the written statement byRlblic Records Officer or designee denying
the request.

(2) Consideration of petition for review. The Public Records Officer must promptly provide
the petition and any other relevant informationht® ITS Executive Director. That person will
immediately consider the petition and either affsnreverse the denial within two (2) Working
Days following ITS' receipt of the petition, or Wih such other time as ITS and the requestor
mutually agree to.

(3) Review by the Ethics CommissionPursuant to Section 25-61-13, if ITS denies aestpr
access to public records, the requestor may askttiies Commission to review the matter. The
Ethics Commission has adopted rules on such regjudsty may be found at
www.ethics.state.ms.us.

(4) Judicial review. Any person whose request for public records wasediemay institute a suit
in the Chancery Court of Hinds County, seekingetcerse the denial, as set forth in Section 25-
61-13.

Attachment: ITS Public Records Request Procedures

NOTE: Please refer to "ITS Public Records Polagbve for the rules and guidelines under
which these procedures were developed and are adened.

STEP 1: Requestor submits a written request for thénformation and includes payment:

Use the ITS Public Records Request Form [attack&xni or your own format.

Include the information requested on the ITS PuRkcords Request form: Name of requestor;
address of requestor; other contact informatiociytting telephone number and e-mail
address; identification of the public records agseguor the Public Records Officer to locate
the records; and date of the request;

Address the request to: ITS Public Records Offibessissippi Department of Information
Technology Services, 3771 Eastwood Drive, Jackigt$h39211.

141



For documents listed on the attached Scheduleed &eder "Standard Documents,” each
request must be accompanied by payment in the amspenified on the payment schedule.

For any Custom Request (i.e. any request for inédion not included in the list of Standard
Documents), the request must be accompanied bygrayimthe amount of $65 to cover the
first hour of staff time involved in evaluation aresearch of the request. This payment is
non-refundable and is applied toward the totalaatast of filling the Public Records
Request.

Payment must be in the form of a certified chectnay order, or corporate check made payable
to ITS for the amount specified. No cash or peasahecks can be accepted.

Please note that, because payment must be submittethe request, no verbal, telephone,
email, or fax requests can be accepted for eitla@dard documents or custom requests.
Requests not accompanied by payment in the amepenified for Standard Documents or in the
amount of $65 for Custom Requests will be closetiiwiten (10) Working Days of the date

of notification to the requestor, if payment is neteived.

Frequently requested information, including currféxpress Products Lists, current and recent
RFPs, procurement status and award informatiorPtbeurement Handbook, and vendor
information on how to do business with the Stat@vailable free of charge on th&
website Requestors are urged to review the website pisubmitting a request. For
assistance in locating information on the websitdl,the Procurement Help Desk, (601)
432-8166.

STEP 2: ITS evaluates and researches the request.

The ITS Public Records Officer determines whetherrequest is for a Standard Document or is
a Custom Request. For Standard Documents, siSpeio 3.

For Custom Requests, the ITS Public Records Oféeatuates the request; coordinates with the
ITS project manager for the applicable projectrisuge all relevant information is reviewed,;
researches the project file and other sourcesatavbat information is available and in what
format the information is stored; and estimatesetifiert that will be required to reproduce
the information. This research may require theeedl of files that have been archived or
the search of electronic records.

The ITS Public Records Officer prepares a schealtkeestimated cost for the Public Records
Request, based upon the volume of informationfdhaat in which the information is
stored, and whether Third Party information hasieguested. The Initial Payment covers
the first hour of ITS staff time involved in reseling the request, retrieving files, preparing
the estimate, and providing Third Party Notice.e Thitial Payment is non-refundable if the
requestor decides not to proceed with the requtestraceiving the schedule and estimated
cost.

STEP 3: ITS provides Requested Documents or Feeddato Requestor

For a request fobtandard Documentsaccompanied by the appropriate payment, ITS will
provide the requestestandard Documentwithin seven (7) Working Days of ITS’ receipt
of the request.

For aCustom Requesinhot accompanied by the appropriate initial paynasndescribed above,
ITS will notify the requestor and request paymesfobe proceeding.

142



Fora Custom Requesthat does NOT require Third Party notice:

If the request is accompanied by the appropriatelipayment and the initial payment covers
the full cost of producing the records, ITS wiltfiish the records to the requestor within
seven (7) Working Days of receipt of the requdktTS cannot produce the records within
seven (7) Working Days of ITS’ receipt of the respi¢TS will provide a written explanation
for the delay.

If the initial payment does not cover the cost ducing the records, ITS will furnish the
requestor an acknowledgement of receipt of theastywith the cost and schedule for
providing the requested information. When paynierlhe amount of the remaining balance
is received from the requestor, ITS will provide tliequested information according to the
schedule provided. ITS will provide a written exipdtion if the records cannot be produced
within seven (7) Working Days of receipt of payment

For aCustom Requestequiring Third Party notification, ITS will furnisthe requestor an
acknowledgement of receipt of the request and & obphe Third Party Notice (under
separate cover). The cost and schedule for prayithe information will be provided to the
requestor once the deadline has passed for thd Phaity to obtain a court order and ITS
knows what portion of the material can be releaseele additional information in Step 4
below..

ITS staff will make a good faith effort to provitlee requested information within seven (7)
Working Days of receipt of a request. Note, howetrat if Third Party Information is
requested, ITS is required to notify the Third fPamd to provide this party the opportunity
to protect any confidential information. ITS cahaocept payment for the balance of the
request until the deadline for obtaining a coudenrto block release of Third Party
Information has passed. (See discussion of TPardly Informatiorin Step 4 below).

STEP 4: ITS provides Third Party Notice as needed.

All information and documents produced or receilgdTS, including those associated with
competitive procurements, may be requested by asyess or individual under the ITS
Public Records Policy in accordance with these ieuté¢cords Procedures. Proposals and
information extracted directly from proposals dgrithe evaluation process, as well as
certain other documents prepared by vendors amditted to ITS, will be considered Third
Party information and will not be released untitice has been given to the party submitting
the information, as described below.

When ITS receives a request to release informationided by a Third Party, which may
contain trade secrets or confidential commercidir@ancial information, the owner of this
information is notified of the name and addresthefparty requesting the information and
provided a copy of the request.

The owner of the information ("Third Party") is givten (10) Working Days to obtain a court
order protecting the information, or portions o ihformation, as confidential.

If the owner of the information seeks a court oydes party seeking the court order must name
the requestor as a party to any action to enjsiciasure.

If a court order is delivered to ITS by the deagllprotecting all requested information, ITS will
notify the requestor that the information is pro¢glcand cannot be furnished. If the Third
Party is unable to obtain a final protective ordethe deadline, ITS will accept a copy of
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the filed petition for a protective order in lietitbe final order, providing the petition was
filed timely upon Third Party’s receipt of notifitan from ITS regarding the request for
information and providing the final order is furhel to ITS as soon as the court acts on the
request.

If no court order is received by the deadline foportions of the requested information are
excluded from the court order, ITS will send thguestor an invoice with the cost and
schedule for providing any unprotected informatidfiS will release the unprotected
information to the requestor as soon as paymenbéan received from the requestor.

STEP 5: Requestor submits payment of remaining bafece for Custom Requests.

For a Custom Request, ITS will have provided tlpiestor, as outlined in Steps 2 through 4
above, cost and schedule information for produeind delivering the records requested.
Such costs include, but are not limited to, stafietto evaluate and research the request,
retrieve any relevant files, organize the informatinotify any Third Parties, and produce the
information in final form for delivery. The Initid&ee is deducted from the total estimated
cost for a net balance due, if any.

Requestor remits payment for the remaining balahesy. Payment must be in the form of a
certified check, money order, or corporate checker@ayable to ITS for the amount
specified. No cash or personal checks can be tatep

STEP 6: ITS provides the information for Custom Reaiests to the requestor.

ITS sends the requested information via U.S. miaikess the requestor has specified another
form of delivery.

ITS provides the requested information in pdf forma CD-ROM, unless another format has
been specified by the requestor.

Once the information has been provided, ITS cltsesequest.

SUGGESTIONS FOR MINIMIZING COSTS FOR PUBLIC RECORDS REQUESTS:
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Make the request as specific as possifilee less defined and/or more inclusive the scdplee
Public Records Request, the more documents arsdhiflee to be searched and evaluated by
the ITS staff. For example, wording in requestsragsfor "all records, papers, documents,
messages, correspondence, notes, etc. relateid tor §imilar projects” is extremely open-
ended and requires staff to interpret what timearasources of information, and project
files are reasonable to research and evaluate wides the "net," the greater the effort
required, and, thus, the greater the cost to ttpgastor.

Provide information and payment timelgometimes the requestor will submit a Publicdreés
Request and then not respond with payment duriegefuired time frame once the schedule
and estimate are provided. If the requestor lderdes to proceed with the request, ITS
staff must again locate the information and deva@ogw schedule and cost estimate. The
requestor must submit a new request with the $6alipayment.

Request information as soon as possible after i€&tes or receives the informatioRroject
files are archived off-site after a reasonable tpeeod. Requests for information on
projects for which a contract has been signeddoesal months are typically more expensive
to respond to than requests for information ongqutgj that have been recently awarded.

Schedule of Fees

Standard Documents:

Vendor information packet No Charge
Paper copy of an Express Products List $25

EPL Marketing Report $25

Paper copy of ITS master mailing list in No Charge

mailing label format: Includes IT directors
agency heads, and purchasing agents of state
agencies, universities, and community

colleges

Printed Copy of RFPs $25, plus actual cost of rdpcng any
oversized diagrams or other special
attachments

Copy of RFPs on CD in Microsoft Word $25 for Word document; any oversized

2000 format diagrams or other special attachments wil
be reproduced on paper or electronically at
actual cost

Paper copy of a project contract (excluding $25
confidential exhibits)
Paper copy of Procurement Handbook $50
Custom Requests and Variable Costs:
Evaluation & research payment ("Initial $65
Fee"): Due with the submission of Public
Records Requests for Custom Requests and
is applied toward the actual cost of filling 1
Public Records Request
Fees for fulfilling Custom Requests, based Quoted individually upon receipt of written
on the expense categories below: request and $65 evaluation and research
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payment (above).

In-house standard black & white
photocopies

$0.15 per page (paper/copier fee)

CD (with .doc, .xlIs, or .pdf files of
requested information)

$5.00 per CD (media fee)

Postage, UPS, Federal Express

Actual cost

Staff time

Actual staff time required to providé a
services to fulfill the Public Records
Request, including but not limited to
researching; providing notifications; and
compiling, copying, scanning, and
delivering requested information, at staff
members’ hourly rates ($65 - $80 per hou

Computer processing

Actual Cost

Temporary agency personnél

Actual Cost

Reproduction cost by outside print
facility’

Actual Cost

'ITS may request that payments for outside senbeanade by the requestor directly to the

company providing the services.

?ITS reserves the right to use temporary persormmkarvices, the cost of which will be passed
on to the requestor, if sufficient in-house persdrare not available to respond to the request in

a timely manner.

PUBLIC RECORDS REQUEST FORM:

http://dsitspe01l.its.ms.gov/its/procman.nsf/f4ad43t4ad9d8c86256daa0063e1f0/bb780b5a

8360c3138625765d004e4aff?OpenDocument

Source: 25-61-1, et seq
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Part 210 Chapter 10: Procurement Policies

Rule 210.3: 019-020 ITS Protest Policy and Procedes

A.

Purpose of Policy -The policies and procedures set forth herein asuks by the
Department of Information Technology Services (meter referred to as "ITS"), establish
the guidelines relating to the filing, hearing, demn and appeal of protests by any actual or
prospective participant in the procurement proedss is aggrieved in connection with the
solicitation or award of a contract.

Definitions - When used in reference to this policy:

"Attorney General" means the individual assignedhgyAttorney General of the State of
Mississippi to provide legal assistance to ITS.

"Award of Contract" means

approval of the lowest and best proposal by theBX&8cutive Director via
written notification to proposers on ITS letterhead
the execution of a CP-1 for the project, whichesfe(i.) or (ii.) occurs first, OR

the ITS Board's approval of same during an opesicge®f the Board.

ITS statute specifies whether (a) or (b) is appliedor a given project, depending on the
total life-cycle cost of the contract.

"Customer" means the procuring state agency, unsiit, or governmental entity.

"Disclosure of Information” means the inadvertenintentional divulgement of information
in a vendor's proposal that is clearly marked "menftial” to any individual or group outside
the proposal evaluation team, comprised of ITS@ustomer staff who participate directly
or indirectly in the assessment and scoring optioposals.

"General RFP" means a Request for Proposal issp€dhto be used in satisfying routine
recurring requests for acquisitions of informatiechnology hardware, software, or services.
Each proposal received in response to a Generaligéibject to technical and financial
evaluation on a project by project basis, and asvardy be made multiple times from each
proposal. For procurements using a General RFPmiittiple configuration alternatives, a
Letter of Configuration is sent to suppliers witlid proposals to obtain the best system
configuration and pricing.

"Interested Party" means any party who has docuwsdantwriting to the Executive Director
of ITS that he/she has a sufficient personal istarethe subject matter of the protest. If the
contract has been awarded, as defined hereinwarlad vendor automatically becomes an
Interested Party without having to provide thistten documentation.
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7. "ITS Board" means the membership of the ITS Boardecified in Section 25-53-7 of the
Mississippi Code of 1972.

8. "Letter of Configuration” means a request to sugplto provide a cost proposal for a
specific configuration of equipment, software, amdfervices required by a Customer for a
particular project. A Letter of Configuration isnée¢o all suppliers who have a current valid
proposal for the relevant General RFP and who pameosed products and/or services that
most closely match the requirements for the spepiiject.

9. "Official Release of the RFP" means the date thE REs posted on the ITS Internet site,
"www.its.ms.gov,"or the date the most recent dieaition to the RFP was posted on the ITS
Internet site, whichever date is later.

10."Post-Procurement Review" means a business meatimiucted by ITS staff at the request
of any participant in the procurement process ttharge information on the procurement
process and on the evaluation and scoring of thegsal submitted by the participant
requesting the review.

11."Proposal Solicitation" means the process of atsiag/requesting and receiving vendors'
proposals submitted in response to an RFP or Lett€onfiguration.

12."Protestor" means any actual or prospective padiiin the procurement process who is
aggrieved in connection with the technology promeast and who files a protest.

13."Request for Proposal” or "RFP" means a formaltation from the State, advertised
according to State Statute, asking suppliers tongudn offer as a solution to a problem or
need that the State has identified.

14."State" means ITS and/or the procuring state agensfitution, or governmental entity.

15."Working Days" means Monday through Friday but exlels State-recognized holidays
mandated by Mississippi Code Annotated, Sectior73(B972), other holidays identified in
holiday proclamations published or distributed lhg Mississippi Secretary of State, and any
other day the offices of the state agencies areialffy closed for business.

C. Roles and Responsibilities During Protest
1. Role of ITS

a. ITS' enabling legislation requires that ITS enghied information technology procurements
for state government agencies and institutioneWokll applicable state statutes. Therefore,
ITS will provide as much guidance in a protestation as wanted and needed by the
Customer. ITS has the responsibility for all demisi related to procurement process and
procedures, while all business decisions relatebdagrocurement are the sole responsibility
of the Customer.

b. The specific responsibilities of ITS during the test are listed below:
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Vi.

Vii.

All correspondence related to the protest will egled or delivered by ITS under the
signature of either the ITS Executive Directortoe thairperson of the ITS Board, whichever
is appropriate. ITS will work with the Customer e content of any correspondence. ITS is
responsible for ensuring that all parties to thaest receive copies of any correspondence.

ITS will maintain the official protest file, inclug copies of all documents related to the
protest.

ITS will work with all parties to schedule any pgst conferences or meetings, including
distributing official notification of all such coefences or meetings.

ITS will hire independent legal counsel at ITS'exge if ITS deems such independent
counsel necessary and advisable in a given prsitestion.

ITS will administer, research, and respond to aumylip records requests received in
conjunction with a protest, working with the Custmto locate and organize pertinent
information. The individual or company making th&pc records request is responsible for
any costs incurred in filling the request. $&8 Public Records Policy and Proceduoes
additional information.

ITS will provide the official record of any conferee related to the protest. This record may
be either an audio tape, with or without transasiptor a court reporter's record, at the
discretion of ITS. ITS will pay any expense incarte produce this official record in the
format selected by ITS.

Any time required from the ITS Executive Directother ITS Directors, and/or ITS legal
counsel in conjunction with a protest will be pret at no cost to the Customer. The
participation of other ITS staff members in thetpsd, including the Technology
Consultant(s) serving as project manager, will iledto the Customer at the staff member's
hourly billing rate.

Role of the Customer

The Customer will work with ITS to research andamige any project information required
for the protest or any associated public recordaest(s).

The Customer can hire independent legal coungbkeaCustomer's expense if the Customer
deems such independent counsel necessary andl@ddvisa given protest situation.

The Customer is responsible for all costs inculngthe State during the protest other than
the ITS internal costs outlined in Section 3a. @&ov

The Customer is responsible for all business datssassociated with the protest and with
the underlying procurement.

Role of the Protestor
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. The Protestor is responsible for responding proyrptany requests for information made by
ITS related to the protest.

. The Protestor is responsible for filing all appbtabonds.

. The Protestor is responsible for working with I'tSsthedule any conferences and/or
meetings related to the protest in a timely manner.

. The Protestor is responsible for adhering to tieduales identified in this policy.

. If the Protestor needs or requires any recordpybgest-related conference other than the
official record produced at ITS' expense, the Btoteis responsible for producing that
record at the Protestor's expense.

. Role of the Interested Party

. The Interested Party is responsible for respondnognptly to any requests for information
made by ITS related to the protest.

. If the Interested Party needs or requires any teaba protest-related conference other than
the official record produced at ITS' expense, titerkested Party is responsible for producing
that record at the Interested Party's expense.

. Right to Protest - Any actual or prospective participant in the prasaent process who is
aggrieved in connection with the solicitation or &w of a Contract and has posted the
applicable protest bond as defined in Section 8,vemo has, if the protest is of an Award of
Contract, participated in a Post-Procurement Rewtv ITS staff, may file a protest.

Protest Bond

. As a condition precedent to filing a protest, thet€stor must provide a Protest Bond as
herein described. The Protestor shall procure, gubrthe State with its written protest, and
maintain in effect at all times during the cour$éhis protest or appeal thereof, a Protest
Bond in the amount specified in the underlying RifRetter of Configuration, or in the
default amount specified by the ITS Board whenuhsamount is specified in the RFP or
Letter of Configuration. The default bond amourtabished by the ITS Board is $250,000
or the estimated total project cost, whicheveess!| The estimated total project cost shall be
determined by the state.

. The bond shall be accompanied by a duly autheetloatt certified document evidencing that
the person executing the bond is a licensed Miggisagent for the bonding company. This
certified document shall identify the name and adsdof the person or entity holding the
Protest Bond, and shall identify a contact persopet notified in the event the state is
required to take action against the bond. The Br&end shall not be released to the
Protestor until the protest is finally resolved dihd time for appealing said protest has
expired or until the protest is finally resolveddahe Protestor furnishes ITS with written
notification that no appeal will be pursued.
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The Protest Bond shall be procured at the Protesggpense and be payable to the State of
Mississippi. Prior to approval of the Protest Botleh, State reserves the right to review the
bond and require the Protestor to substitute aepable bond in such form as the State may
reasonably require. The premiums on such bond bbaglaid by the Protestor.

The bond shall bind the surety to all of the teand conditions of this protest policy. The
State may claim against the Protest Bond as spdadiii Section 25-53-5 (n) of the
Mississippi Code Annotated, as amended, in addibaall other rights and remedies the
State may have at law or in equity.

Subject of Protest

Protestors may file a protest during the followpitases or events of the procurement
process. Grounds for protest of each milestondirared to specific criteria. Each written
protest should specifically identify which of thalbwing grounds is the reason for the
protest. Only protests at the following milestoaes citing the following grounds shall be
considered:

Milestone: Specification preparation;

Specifications were unduly restrictive and failegptomote fair and open competition
Milestone: Proposal Solicitation

State failed to follow procedures established enR#P or Letter of Configuration, ITS
procurement policy and procedures, or ITS govertamng

Milestone: Disclosure of Information marked as cdeftial in the proposal

State failed to follow procedures established enR#P or Letter of Configuration, ITS
procurement policy and procedures, or ITS goveriang

Milestone: Award of Contract

Errors were made in computing scores upon whicaveard was based

Bias, discrimination, or conflict of interest exagin the part of an evaluator

I. State failed to follow procedures established enR#P or Letter of Configuration, ITS

procurement policy and procedures, or ITS govertamng

Milestone: Execution of the contract

Scope and intent of the project as specified irettecuted contract differ materially from the
scope and intent of the RFP or Letter of Configorat

. Disallowed Issues: Protests not based on the atriteeia shall not be considered. Protests

not based on procedural matters will not be comedieProtests will be rejected as without
merit if they attack such issues as:

An evaluator's professional judgment on the qualityg response; or
The Customer's assessment of their agency's ovds meeequirements.

. Authority to Resolve Protests:

. The Executive Director of ITS or his/her designkallshave the authority to settle and

resolve a protest.

Filing of Protest
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. Time for Filing: Protests shall be made in writisugd submitted in an envelope labeled

"Protest” to the Executive Director of ITS by parabdelivery or by certified United States
Mail, postage prepaid, return receipt requestethyavernight courier with signed receipt,
according to the schedule outlined below:

Specification preparation:
within five (5) Working Days after the date of tBdficial Release of the RFP; or

. within two (2) Working Days before the Letter of i@guration response is due.

Proposal Solicitation: within five (5) Working Dswafter the Protestor knows or should have
known of the failure to follow procedure, but in egent later than ten (10) Working Days
after the Award of Contract.

Disclosure of Information: within five (5) WorkinQays after the Protestor knows or should
have known of the Disclosure of Information, bunmevent later than five (5) Working
Days after the execution of the contract.

Award of Contract: within five (5) Working Days aftthe Award of Contract or within five
(5) Working Days after the Post-Procurement Revighichever occurs last, but in no event
later than ten (10) Working Days after the AwardCaitract.

Execution of contract: within five (5) Working Dagé the execution of the contract by the
last signatory.

If a protest is not filed within the time limitstderth herein, it will be considered waived. A
protest is deemed filed when it is received byERecutive Director of ITS and contains the
items detailed in Section | below, including but hmited to a Protest Bond in the correct
amount, as described in Section E above.

Limitations on Time for Filing: No protest will bentertained if filed more than five (5)
Working Days after the execution of the contracthmylast signatory.

Content of Protest: The written protest shall contain the following:

the name, mailing address, telephone number, anduimber of the Protestor;

appropriate identification of the procurement ontcact protested,;

a statement, in sufficient detail, of the facts mpdnich the protest is based, including the
effective date of any alleged grievable action, ahg such action is believed to be in error
and any actions taken prior to the protest in gangtt to resolve the grievance;

supporting exhibits, evidence or documents to sulbstte any claims. If such exhibits,
evidence, or documents are not available withirfitimgy time, Protestor should provide the
expected date the information will be availablenincase will delay in the delivery of
supporting documents be justification for extendimg time for filing the protest;

a statement of the relief requested; and

the Protest Bond and accompanying certificatiomessribed in Section E above.

A protest that is incomplete, or not submitted witthe prescribed time limits as described
in Section H above, will be summarily dismissed.
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All correspondence related to a protest shoulddoeessed to the ITS Executive Director.
The outside of the envelope should be clearly nthfReotest” and should contain the name
and RFP number or Letter of Configuration subjectiie procurement that is the object of
the protest.

Notification - Upon receipt of a written protest, the Executiveebior of ITS shall submit a
copy of the protest to the Attorney General, toGhestomer involved in the procurement
under protest, and to all other Interested Parfiee.same parties will also receive copies of
any other written documents generated during tb&ept proceedings without the
requirement of a public records request being stibahi

Stay of Procurements 4n the event of a timely protest, the State shatllproceed further
with the proposal solicitation or Award of the Caat until the resolution of the protest,
unless the Executive Director of ITS, after confegwith the director of the procuring state
agency, institution, or governmental entity, ma&egritten determination that in order to
protect the substantial interests of the Stais,necessary to go forward with the proposal
solicitation or Award of the Contract.

Additional Information -- Time for Filing - Any additional information requested from the
Protestor or Interested Parties by the Executiveddor of ITS should be submitted within
the reasonable time period established by the HEixecDirector in order to expedite
consideration of the protest. Failure of any p&atgomply expeditiously with a request for
information by the Executive Director of ITS magué in the protest being resolved without
the additional information being considered.

. Initial Review of Protest

When a protest is filed, the Executive DirectoiTh shall perform a review of the protest.
The review shall be based on the written protesena submitted by the Protestor and all
other facts known to the Executive Director. Theé&ixive Director shall determine as a
result of the initial review if sufficient informiain has been submitted to render a decision.
The Executive Director may either render a decisibtihat time based on the information in
his/her possession or schedule a protest confeemnspecified in Section N below.

ITS may refuse to hear or consider, or may ceasersider, a protest on the grounds that
the protest is trivial, frivolous, vexatious, ortroade in good faith.

. Scheduling of Protest Conference When the Executive Director of ITS determines that

protest conference is required to acquire sufficieformation to render a decision, the
Executive Director shall, mutually with the Protasischedule a date, time, and place for the
protest conference and send a notice of same tertitestor, the Customer, and any
Interested Party.

. Rescheduling of Protest ConferenceContinuances requested by any party to the protest

shall be granted within the discretion of the Exe®uDirector of ITS only for good cause
shown.

Failure to Appear at Protest Conference If a Protestor, without good cause, fails to
appear at the protest conference, such failurebeilleemed a withdrawal of the protest and
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the Executive Director shall dismiss the protest sunch dismissal shall be final and
conclusive.

. Conduct of Protest Conference

The protest conference is a business meeting dwtmgh time the issues relevant to the
specific procurement being protested are preseht&dexpects the issues to be presented
from a business perspective by the protesting vemdocount representative directly
overseeing this project. ITS will not allow the f@st conference to evolve into an
adversarial proceeding.

So as to encourage the amicable resolution of tegttdhe protest conference is informal and
no witnesses are examined. However, if there isa@yhat a party believes could provide
pertinent input, the party may have that persosgneto be interviewed, at the discretion of
the ITS Executive Director, at the conclusion a tonference and before a decision is
made.

The Protestor has the burden of proving that théept merits the relief requested.

The Executive Director of ITS shall have the auitydo maintain the decorum of the
conference and shall take reasonable steps to dhem necessary, including clearing the
conference room of any person who is disruptive.

Decision of ITS Executive Director

The Executive Director of ITS shall, within a reaable time, prepare a written decision.
The final determination shall either:

Find the protest lacking in merit and uphold that&s action; or

Find only technical or harmless errors in the Stadequisition process, determine the State
to be in substantial compliance, and reject theégstpor

Find merit in the protest and provide options whichy include:

Correct errors and re-evaluate all proposals; or

Reissue the RFP or Letter of Configuration; or

. Make other findings and determine other coursesctibn as appropriate.
. Find that it is in the best interest of the Stategissue the RFP or Letter of Configuration,

with no determination of fault or error.

A copy of such decision shall be sent by persoalery or sent by electronic means to the
Protestor; any Interested Party, and the exectael of the procuring state agency,
institution, or governmental entity, provided tlagprinted copy of the decision is sent to the
Protestor by courier or other delivery option wstgned receipt. The decision of the
Executive Director of ITS shall be final and corsile unless fraudulent or unless a timely
request for a review by the ITS Board is filed.

Effect of Judicial Proceedings TS shall refuse to decide a protest if an actiomcerning
the protest has been filed in court.

Review by the ITS Board

Right to Review - Any Protestor, Interested PantyCustomer aggrieved by the final
decision of the Executive Director of ITS, may fdevritten request for review by the ITS
Board.

Time for Filing
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Requests for review by the ITS Board shall be filetth the Board with copies of same being
sent to the Executive Director of ITS, the Custaraed any Interested Party, by personal
delivery or by certified United States Mail, postggepaid, return receipt requested, or by
overnight courier with signed receipt, within thi@ Working Days after receipt of the
decision by the Executive Director of ITS.

If a request for review by the ITS Board is nogdilwithin the specified time limit, it will be
considered waived and the decision of the Execiivector of ITS shall be final and
conclusive.

Content of Review Request - The written requestdarew by the ITS Board shall contain,
at minimum, the following:

the name and mailing address of the person filveg€quest for review;

a copy of the written protest originally filed;

copies of all documents which have been producesl fiér in the protest proceeding;

copy of the decision of the Executive Director 08|

a statement, in sufficient detail, of the factse@lupon to substantiate a claim that the
decision of the Executive Director of ITS is inatr

a statement of the relief requested; and

the Protest Bond and accompanying certificatiomessribed in Section E above.

Initial Review by ITS Board - When a Request fovRw is filed, the ITS Board shall
perform an objective review of the request. Theaewshall be based on the written material
submitted by the Protestor and all other facts kmtmthe Board. The Board shall determine
as a result of the initial review if sufficient orination has been submitted to render a
decision. The Board may either render a decisi@@dapon the information in its
possession or schedule a review conference adispdmglow.

Scheduling of Review Conference

When the ITS Board determines that a conferenpegisired to acquire sufficient
information to render a decision, the ITS BoardIghatually with the Protestor schedule a
date, time, and place for the review conferencesemdl a notice of same to the Protestor, the
Customer, and any Interested Party.

Continuances requested by any party to the pretedt be granted within the discretion of
the ITS Board only for good cause shown.

If a Protestor, without good cause, fails to apedhe review conference, such failure will
be deemed a withdrawal of the protest and the o0& @shall dismiss the protest and such
dismissal shall be final and conclusive.

Conduct of Review Conference

The review conference is a business meeting duvirigh time the issues relevant to the
specific procurement being protested are preseht&dexpects the issues to be presented
from a business perspective by the protesting vemdocount representative directly
overseeing this project. ITS will not allow the i@v conference to evolve into an
adversarial proceeding.

So as to encourage the amicable resolution of tegttdhe review conference is informal and
no witnesses are examined. However, if there isa@yhat a party believes could provide
pertinent input, the party may have that persosgneto be interviewed, at the discretion of
the ITS Board, at the conclusion of the conferearoe before a decision is made.

The Protestor has the burden of proving that tbé&egt merits the relief requested.
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The ITS Board shall have the authority to maintaemdecorum of the conference and shall
take reasonable steps to do so when necessanydimgiclearing the conference room of any
person who is disruptive.

Decision on Review The ITS Board shall issue a final written decisigthin a reasonable
time after the final date for filing all documertsbe considered on review. The final
determination shall either:

Uphold the Executive Director's decision; or

Determine that the Executive Director's decisios weerror and render a new decision
which shall either:

Find the protest lacking in merit and uphold that&s action; or

Find only technical or harmless errors in the Sfatequisition process, determine the State
to be in substantial compliance, and reject theégstpor

iii. Find merit in the protest and provide options whaéy include:

Correct errors and re-evaluate all proposals; or

Reissue the RFP or Letter of Configuration; or

Make other findings and determine other coursectbn as appropriate; or

Find that it is in the best interest of the Statectissue the RFP or Letter of Configuration,
with no determination of fault or error.

A copy of such decision shall be sent by persoalVery or sent by electronic means to the
party filing the request for review; the ExecutD&ector of ITS; the executive head of the
procuring state agency, institution, or governmlegitidity; and any Interested Party, provided
that a printed copy of the decision is sent topthety filing the request for review by courier
or other delivery option with signed receipt. Aelenination of an issue or fact by a quorum
of the ITS Board shall be final and conclusive sslarbitrary, capricious, fraudulent or
clearly erroneous.

. Exhaustion of Remedies Except as may be authorized under federal law,rateftor may

file a petition for judicial review with a court a@bmpetent jurisdiction (that court being the
Circuit Court of the First Judicial District of Jeon, Hinds County, Mississippi), until a
final written decision has been issued by the ITiaM. In keeping with the Uniform Circuit
and County Court Rules, any such petition for jisdiceview shall be filed within thirty (30)
days of entry of ITS Board's final written decisioBrotestor must notify ITS, within thirty
(30) calendar days of entry of ITS Board's finaiti®n decision, concerning Protestor's
intent to file a petition for judicial review. IT®ill return the Protest Bond only on receipt of
written notification from Protestor that ProtestaHl not file a petition for judicial review.
Upon the court's determination following any petitifor review that the protest was filed
without substantial basis or reasonable expectatidrelieve that the protest was
meritorious, ITS will issue a payment demand adalms Protest Bond to cover the expense
or loss incurred by the State as a result of théegt.

Amendment of Rules, Etc.
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1. The ITS Board may, from time to time, amend thesesror promulgate new rules.
2. If any one or more of these rules is found to lvalid by a court of competent jurisdiction,

such finding shall not affect the validity of anther of these rules.

Source: 25-53-7; 3-3-7; 25-53-5 (n)
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Part 210 Chapter 10: Procurement Policies
Rule 210.4: 019-030 Setting a Manufacturer Standard

Sections 25-53-5 (0) and 25-53-123 (1) of the Mipipi Code of 1972 require that all
acquisitions of computer and telecommunicationgpgent and services costing in excess of
$50,000 ($25,000 for projects funded by the AmeriRacovery and Reinvestment Act) be
based upon competitive and open specification& niibkes every effort to work with customers
to ensure that both the statutory requirement donetitive and open specifications and the
customer's business needs are met through therproent process.

In certain situations, the most advantageous astiaftective approach for the State may be to
identify the brand of hardware or software in tpedfications. If the requested product has
significant features that are not available in &mproducts, if these features can be certifed a
business requirements for the requesting agendyif éime product is not competitively available
from multiple resellers, the Sole Source processilshbe used. (S€E.3-030 Sole Sourge

When there are other products available in the oparket that would meet the customer's
business objectives, the need to issue brand-npeadisations must be well documented by the
customer and closely examined and approved by Mdspecify a brand name that is not a sole
source, the State or the customer must have estallian agency/institution "manufacturer
standard" for the requested brand name produds.irtiportant for the customer and ITS to
work closely together on the process of establghimanufacturer standard. Once the standard
has been established, the requesting agency, mitiny a brand-name request to ITS, must
provide documentation of the product as an agemsytlution standard, including how the
standard was established, the length of time #edstrd has been in place, any relevant volume
information concerning the number of devices cutyanstalled at customer site(s), and the
timeframe in which the standard will be recompeted.

For an agency or institution, or a major facilititimn an agency or institution, to establish a
brand-name (manufacturer) standard, all or mogiefollowing guidelines must be met:

(1) The manufacturer standard must be establigireddh a competitive procuremerit.is
highly desirable that the specifications used ia tompetitive process explicitly state that the
results of the procurement will establish a mantwigs standard for the procuring entity.

(2) The competitive procurement for establishirgjamdard must be for the majority of like
devices owned by the procuring entity.the initial purchase to be made under the cditipe
procurement is for fewer than the majority of ltkevices, the intent should be to replace the
majority of devices with the established standandnd) the defined life of the standard (see (4)
below).

(3) The requesting entity should identify the picadtbenefits of setting a manufacturer standard.
These benefits should be documented in terms affgpeechnical benefits related to
interoperability/consistency or in terms of busmbenefits, possibly related to staff expertise
and institutional knowledge base, parts inventafiezaintenance is performed in-house, and/or
the ability to leverage volumes for better discaumier a product lifecycle. Technical
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synchronization with peer governmental, educatiooratesearch entities could be another valid
justification for setting a standard.

(4) The standard must be set for a defined peridung and be reexamined periodicalllyor
example, it is expected that many agencies andunshs will replace most desktop devices on
an n-year cycle. The length of the refresh cybleutd be specified in the competitive
procurement. The replacement procurement muspée  other manufacturers and to the
potential of establishing a new standard for thd several years. Organizations that procure
desktop devices on a staggered cycle should ateomgete on a reasonable timeframe,
approximately every three to five years, and shepkktify this timeframe in the competitive
procurement. Different types of equipment or pidwvill have different lifecycles. While a
competitive procurement for desktops would reaslynad conducted on a three to five year
cycle, a router standard might only be competedroaight to ten year basis. There are no hard
and fast rules for these timeframes. The agenaystitution should regularly examine the
relative competitiveness of the product pricing #melcost-benefit of remaining with the
standard, as long as the standard is in place.

The following criteria ar@ot appropriate for consideration in establishingemuesting a brand-
name standard:

(1) The original procurement was made directly fritw@ Express Products List rather than via a
formal competitive process.

(2) The original procurement was for a lower-emdslexpensive technology, and the request
asks that the standard be applied to a higherrants expensive technology (e.g., LAN
switches cannot establish a standard for large@mte network switches or routers). Standards
are, within reasonable limits, device-specific.

(3) The current procurement is a replacement femntljority of the organization's
devices/products of this type.

(4) The "brand" requirement is specified in terrha oeseller rather than a manufacturer.
Standards must be at the manufacturer level.

Source: 25-53-5 (0); 25-53-123 (1)
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Part 210 Chapter 10 Procurement Policies

Rule 210.5: 019-050 Proposal Confidentiality Procente

RFP and Proposal Confidentiality Procedure

The Mississippi Public Records Act of 1983, Misgips Code Section 25-61 states: (1) Records
furnished to public bodies by third parties whidmntain trade secret or confidential commercial
or financial information shall not be subject tgpection, examination, copying or reproduction
under this chapter until notice to said third pegtihas been given. ITS treats all vendor proposals
submitted in response to RFPs as confidential ahddiscloses proposal information in
accordance with the ITS Public Records Procedi#estion 019-010f the ITS Procurement
Handbook). The utmost care must be taken by aligzainvolved in the evaluation of proposals
and subsequent project implementation activitieméintain that confidentiality.

In addition, the integrity of the procurement preseequires that ITS maintain confidentiality
regarding the content of an RFP at all times gndhe RFP's official release. This
confidentiality is to ensure no vendor has an urddivantage due to having advance knowledge
of specific RFP content and requirements.

The following procedures should be followed to pobtthe integrity of the procurement process
and to secure the resulting vendor proposals ttauwigthe life cycle of the information
technology procurement project.

During RFP Development

Participants in the RFP development process aredby public procurement policy to maintain
confidentiality of the specific content and requnents of the RFP at all times prior to the RFP's
official publication on the ITS website ("RFP Reded. In many cases, the understanding and
verbal commitment of the participants afford adegumotection for the integrity of the RFP and
procurement process. The ITS Technology Consu(ia@} serving as Project Manager should
determine whether a specific RFP requires the aiataf formal, written RFP Confidentiality
Agreements. Factors that would indicate a wriéi® Confidentiality Agreement is needed
include: (1) multiple entities involved in the gdopment and review of the RFP (e.g. oversight
committees and commissions, interagency procuresnpatticipation of multiple functional
areas within a single agency); (2) highly competitor litigious vendor market; (3) RFP
development process spanning multiple months; arfdjdigh-dollar, complex projects. If it is
determined that RFP Confidentiality Agreementsracgiired, the agreements should be
executed by everyone who has access to the RFPn@ocuefore it is publically released,
including procurement project team members at Iidéthe customer agency, customer
executives, and the ITS Board, if applicable. €kecuted confidentiality agreements must be
maintained in the ITS project file.

Prior to Proposal Opening

The ITS TC serving as Project Manager and the @ustd\gency contact on the project should
determine the composition of the evaluation tedr8. ¢ustomers may utilize the services of
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third party contractors for proposal evaluatiorgalgy assurance of vendor deliverables and/or
implementation project management. These contmatoist be subject to the same
confidentiality requirements as the state team nemlésenerally, all members of the team
evaluate the vendor’s entire proposal. In somairss, team members may only evaluate
specific portions of a vendor’s proposal where thaye expertise. In either case, all team
members should execute an Evaluation ConfidentiAljreementprior to receiving a copy of
proposals. The executed confidentiality agreemenist be maintained in the ITS project file.
The TC should stress the importance of maintaiprmogposal confidentiality in initial meetings
with the evaluation team.

Proposal Opening

Vendors and other parties that have not executefidemtiality agreements relative to this
procurement may attend the proposal opening. TharidZor proposal opening witness must
ensure that the opened proposals are not leftamd®tl at any time. The TC should secure a
master copy of each proposal to eventually arcivitle the project file. The TC should distribute
the remaining copies of the proposals to only thmeenbers of the evaluation team who have
executed the confidentiality agreement.

Proposal Evaluation:

The TC should instruct the team members to takeeaionable precautions to prevent
unauthorized access to vendor proposals. Additiprtale team members should be reminded
not to discuss proposal content with anyone otten evaluation team members. Team members
operating in a cubicle environment should utilinelesed cabinets, boxes or some other means
to avoid leaving proposals exposed to passers-byndst office environments now share
printers, caution must be taken in printing anyposal comparisons or summaries that contain
technical and/or financial data about the proposalhat the printouts are not viewed by
unauthorized individuals. During the evaluationiperthe team may request clarifications from
the vendor on specific areas of his proposal. Taefications submitted by the vendor must be
held to the same level of confidentiality as thigioal proposal. If during the evaluation, it is
determined that additional people need to evalig@roposals in whole or in part, the TC must
require them to execute a confidentiality agreena@utinstruct them on precautionary measures
of safeguarding the proposals.

Post Evaluation

When the evaluation is complete, the TC must cbicopies of the losing vendors’ proposals.
The TC and the customer agency contact must deterthe number of winning vendor
proposals that will be required by the customerufse in project implementation. Typically, one
copy is required for contract administration. Frewoply additional copies are needed for the
Project Manager and Quality Assurance provider. M Technology Consultant must be
certain that a Confidentiality Agreement for Awalldéendor Proposal has been executed by the
Customer Agency Executive Director or Informatigrs@ms Officer before releasing copies of
the winning proposals. The TC will secure one copgach proposal for the ITS permanent
project file and distribute the requested copiethefwinning proposal to the customer agency.
After expiration of the period in which a prote$aavard may be filed, all remaining copies of
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the winning and losing proposals must be destrof#d:opies must be shredded or otherwise
destroyed by the TC or the ITS/ISS Administrativeaih.

Damage Control:

If at any point during the evaluation or implemeiuta process it is known that the contents of a
proposal has been exposed to a third party, thehpald first ascertain the extent of the
exposure. If exposure was to an internal partyéoproject, the TC should immediately have
them execute a Confidentiality Agreement and irtstiilem on proposal confidentiality. If
exposure was to an outside party, the TC shoulifyri@S ISS Division management, who will
provide appropriate notification to the affectednder.

Source: 25-61-1, et seq
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Part 210 Chapter 10: Procurement Policies
Rule 210.6: 019-070 Timely Receipt of Bids and Propals

All responses to ITS Requests for Proposals (R&Rs)_etters of Configuration (LOCs) are due
at 3:00 p.m. Central Time on the date publishetherRFP or LOC. The proposal must be time
stamped by the ITS receptionist by the specified dad time. (Note: For LOCs only,
proposals may be submitted electronically IF SOGIFED IN THE INDIVIDUAL LOC. The
email or fax receipt date and time become the iaffltime stamp" for electronic proposals.)

Any proposal received after proposal opening tinlebe returned unopened. ITS is not
responsible for any delays in delivery or experisethe development or delivery of proposals.
It is solely the responsibility of the proposinghder to ensure proposals reach ITS by the
required time and to confirm the arrival of the sutited proposal as needed.

Source: 25-53-5 (0)
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Part 211 Chapter 11: ITS Board
Rule 211.1: 020-005 ITS Board Meetings: Overview

Meeting Schedule and Location

The ITS Board meets monthly, and at such otherdiamsl places called upon to convene by
either the Board Chairman or the majority of itsmbers. The Board’'s meetings are open,
public meetings. Notice of these meetings isighbd on the ITS website as well as posted
outside the reception area at the ITS adminiseatifice, 3771 Eastwood Drive, Jackson,
Mississippi.

Board meetings are the official venues in which §t&utory policy-making, strategic planning,
procurement and other project-related businessarducted. The Board must have a quorum
of at least three (3) members present in ordeomalgct an official meeting. These meetings
follow an agenda of business items that have bempited and forwarded to the Board by ITS
staff, one week prior to the time of the actual timge This lead-time assists the Board in
reviewing and preparing for each project on thendge

Board meetings are currently scheduled to occuherthird Thursday of each month. As a rule,
meetings begin promptly at 1:30 p.m. There areptions to this schedule that occur randomly
during peak periods of project activity. Meetivgdl be arranged in advance to convene earlier
in the day and/or to extend to accommodate mudérfagendas. Sé€&20-010 Board Meeting
Schedule, Called Meetings, and Notioe the official policies and procedures regarding
scheduling of meetings as adopted by the ITS Board.

Boardroom Facilities

The ITS Boardroom is located in the ITS 4th FlotagSroom in the Robert G. Clark Building.
This room is the site for most meetings unlesBibard accepts an invitation from another
agency or institution to host a meeting offsiteatihg is available in the back of the room for
attendees from the vendor community and from stgémcies and institutions, as well as any
other interested party.

All meeting attendees other than ITS employeeseaeired to sign in upon entering the
meeting room. Their attendance is recorded astapthe Board’s minutes. Copies of the
Board’s agenda for the current meeting are avalabthe sign-in table. The agenda is also
posted on the ITS website during the week of thetmg.

Those presenters that desire to use the boardroesemngation facilities will find connections for
both power and local/wide area networking, as @aglprovision of an overhead projector
capable of hosting programmed presentations froraple@ computers. Presenters must give
advance notice to the ITS staff if the presentaastvio use these facilities. Further, they should
arrive sufficiently early to set-up, test and emstinat their presentations and all facilities are
working together.

Prior arrangements must similarly be made for dtgndee or media group desiring to set up
and use audio or video equipment to record any Boeeting.
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Board Meeting Protocol and Decorum

The ITS Board conducts its business in a formédigiaf setting. The Board Chairman
moderates each meeting obseriRapert’'s Rules of OrderAll participants are expected to
observe appropriate dress and conduct in keepitigthe official protocol and decorum of the
Board meetings. All discourse with the Board sddag done from the speaker’s podium or,
upon being recognized by the Chairman, from thkegalParticipants should stand and state
their names prior to speaking. For formal rules@iduct adopted by the Board in 1989, see
020-015 Rules and Regulations Governing the Conofuéersons at ITS Board Meetings.

To preserve the order of the meeting, all participare required to disengage any cellular
phones, pagers or other electronic devices andineiilom using them while the Board meeting
is underway.

The Chairman begins each meeting with a call temrthen an invitation for guests to introduce
themselves. All attendees who are not ITS emp®gbeuld state their name, title, and
employer. The Chairman next requests that thedBiew and vote on the minutes of the
previous meeting. The Board’s subsequent ordbusihess is to take up the current month’s
agenda, generally in the order in which it was pred by the ITS staff. The Chairman will
invite the particular internal and/or guest stafptesent a synopsis of each agenda item together
with the official recommendation. The Chairmani entertain discussion of the agenda item
among the Board and presenters. The Chairmarreguésts a motion from the Board members
on the disposition of each agenda item. The Bted votes on the agenda item. The Board
secretary records all proceedings into the minotesich meeting. The minutes become official
once approved by the Board and signed at a subseqeeting. Upon conclusion of all
scheduled and ad hoc agenda items, the Chairmigrfaaa motion to adjourn the meeting.

Conclusion
The ITS Board and staff have organized the Boaretimg process in the manner described so

that the business of State and its citizens, jpartains to ITS statutory responsibilities, may be
conducted in an open, efficient manner, allowingheagenda item and its interested parties to be
given the fullest respect and consideration.

Source: 25-53-11
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Part 211 Chapter 11: ITS Board

Rule 211.2: 020-010 Board Meeting Schedule, Call®éteetings, and Notice

At its October 19, 2006 meeting, the ITS Board apmved the following policies and
procedures related to scheduling and providing notie of ITS Board Meetings:

Regular Meetings

The ITS Board will hold its regularly scheduled rttdg meetings on the last Thursday of
each month, beginning at 1:30 p.m., in the ITS Bd@wom, 3771 Eastwood Drive, Jackson,
Mississippi 32911.

The Board may cancel its regular meeting in anytimonwhich there is no official business
to come before the Board, a quorum of members ¢depresent, or the Board Chairman
determines there are other compelling reasonsdimigdso.

The Board may reschedule its regular meeting taltennate date, time, and/or location as
needed, provided notice is given as outlined below.

Special or Called Meetings

Upon call of the ITS Board Chairman or a majoritytee members of the Board, the ITS
Board may additionally meet at other such timeslaodtions as may be set, provided notice
is given as outlined below.

Notice

Notice of the date, time, and location of all megs of the ITS Board will be posted in the
ITS administrative building at 3771 Eastwood Driyackson, Mississippi and on tHes
website Select "About ITS" on the left hand side of Hwene page. The link i8bard
Agenda

Notice of changes to the date, time, or locatioarof regular meeting, and notice of the date,
time, and location of any special or called meetinibe posted in the ITS administrative
building at 3771 Eastwood Drive, Jackson, Missisisgmd on thdTS websitewithin one

hour after the change to the date, time, or looaticthe regular meeting or within one hour
after such special or called meeting is set.

Source: 25-53-11
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Part 211 Chapter 11: ITS Board

Rule 211.3: 020-015 Rules and Regulations Governitige Conduct of Persons at ITS
Board Meetings

(Adopted by ITS Board July 1989)

1. General Conduct

A. Public Attendance
Any person desiring to attend meetings of the D& may do so to the extent that space is
available.

B. Demeanor.
During the course of all meetings attendees shiauititheir exits and entrances and other
movements or private conversations within the meetbom.

C. Interruptions :
No unsolicited interjections by attendees will levaed unless the Chairman grants approval.

D. Disruptions:
Disruptive conduct of any kind-is not allowed anill vesult in exclusion from the meeting,

2. Recording or Transmission Devices

A. Prohibitions:
No visual recording or transmission of Board meggiwill be permitted. The taking of
photographs is likewise not allowed.

B. Provisionally Permitted Methods
There are no proscriptions against non-intrusivegmanical or manual methods of transcription
such as note-taking or silent court reporting mae$,j provided space permits.

C. Rescinding of Permission

The Chairman reserves the right to rescind peromssgarding the transcription of any
proceeding and require the discontinuance of angenod transcription which in the Chairman's
opinion demonstrates a disrupting effect on thedoehof the meeting.

3. Oral Presentations

A. Authorization :
Any person obtaining prior permission from the Ciman of the Board may make a single oral
presentation before the Board members at a regtdalleduled meeting.

B. Denial:
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The Chairman reserves the right to deny any sumphest if it is not received in time to
reasonably allow for adjustments in the agend& ar the Chairman's opinion, the presentation
is unnecessary or will be unduly burdensome.

C. Time Allotted:

Any person obtaining such permission will be a#idta reasonable amount of time not to exceed
fifteen (15) minutes to address the members oBterd. Any additional time allotted will be
discretionary with the Chairman. No Question amdwer session will be permitted unless the
members of the Board grant approval.

D. Rebuttal or Corroboration:
Persons wishing to have equal time before the Bfwairthe purpose of rebutting or

corroborating any oral presentation must adheteegrocedure set out above.

Source: 25-53-11
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Part 212 Chapter 12: Information for Vendors

Rule 212.1: 021-010 How to Do Business with the $aof Mississippi

Question: How do | sell technology products and segices to state entities?
Answer: It depends upon:

(2) the type of products or services you are sellinto the State.

The Department of Information Technology Servid&$] is the Mississippi state agency
established by law to oversee the Statétsrmation technology. The procurement of
information technology equipment, software, andises for all state agencies and institutions
of higher learning is under the jurisdiction of ITS

There are three Mississippi agencies involved enstiatewide purchasing functidPurchasing

of items NOT related to information technologyequipment and software is coordinated
through the Department of Finance and Administra{([@FA) Office of Purchasing, Travel, and
Fleet ManagementPurchasing of computer supplies falls within Dé&versight.

ThePersonal Service Contract Review Board (PSCRBjoverns the solicitation and selection
of contractual services personnel for personal@otessional services that dot involve
information technology. Personal Service ContRrcicurement Regulations can be accessed
through the State Personnel Board’s websitgtat//www.spb.state.ms.us

(2) what type of government entity you are sellingp.

State agencies and institutions of higher learaiegrequired to follow ITS procedures to make
information technology procurements. Governing Auities (such as county boards of
supervisors, community/junior colleges, K-12 schdistricts, or cities) are not required to use
ITS procurement procedures when making informatahnology purchases, but are allowed to
use certain ITS procedures if they choose to do so.

When not using ITS procurement procedures, GovgrAuthorities must use general purpose
State Purchasing Laws and procedures coordinatedgh the Department of Finance and
Administration (DFA) Office of Purchasing, Travahd Fleet Management.

Procurement procedures for agencies and instigsiadiigher learning to follow when making
information technology purchases are containetiedtS Procurement Handbook.Purchases
of information technology are coordinated by ITSampliance with 25-53 of the Mississippi

Code. This law requires the solicitation of progsdar the majority of information technology
purchases. The Mississippi Code is onlinktai://www.sos.state.ms.us

(3) the dollar amounts of the purchase and what type gfroposals might be in place to
handle the purchase.

Agencies, Universities, and Governing Authoriti€sl@ schools, Community/Junior Colleges,
city and county government, etc) may make purchasascordance with ITS Law and Public
Purchasing Law as follows.
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« Upto $5,000 - May purchase without advertisingthrerwise requesting competitive bids,
unless the purchasing agency or entity has edt&olisiore stringent procedures.

« $5,001 - $50,000 ($25,006r projects funded by the American Recovery anohiResstment
Act (ARRA). - May purchase without advertisementlads, provided at least two
competitive written bidhiave been obtained. (Please note an Express Rsddsiccannot be
used as one of these bids.)

« $50,001 and over ($25,001 and over for ARRA prajecidvertise, issue written
specifications and receive sealed bids or proposals

Some agencies have established additional procutegonegcedures; please check with the
individual agency or institution to determine ietle are other requirements.

Question: What types of proposals does ITS use?

Answer:

ITS does NOT set up "state contracts" for routine purchases of information technology

purchases. ITS does not maintain a "bidder's list".All ITS RFPsare advertised on the ITS

website. RFPs typically fall into one of the fallmg categories:

« Individual Requests for Proposalsare typically for the procurement of large dollar,
complex, and/or unigque acquisitions, usually feiragle acquisition by a single agency or
institution.

« Special RFPsypically are used by a specific group of agerigiesitutions. The terms and
intended users and uses are spelled out in thedBElment. Often these proposals are for
repetitive or longer term use, as opposed to a hmred time use in an Individual RFP.

« General RFPsare used by ITS for the routine acquisitions bytiple entities of items such
as microcomputer equipment and software, printaisling, telephone equipment,
mainframe/midrange components, small UNIX/Intes@vers, and IT consulting services.
ITS advertises these RFPs and updates them pailydiaid-cycle.General RFPs can only
be used by ITS staff. They are not publishedTS uses General RFPs in conjunction with
procurement requests received from agencies/itistisito acquire information technology
products and services in accordance with state law.

« Express Products Lists(EPLS) are evaluated proposals covering routine configana of
such items as microcomputers, servers and LAN coems, printers, pagers, cellular
telephones, and software. The most popular Expresgucts List is the Microcomputer
EPL. Agencies, institutions and governing authesitnmay use this list in compliance with
ITS procedures to make microcomputer purchasespubficly advertises each time
proposals for EPLs are solicited. See Procurenmstituments: EPLsSection 011-030f the
ITS Procurement Handbook, for procedures the agsrand institutions are required to use
when purchasing from Express Products Lists.

More details for information technology vendorsenaisted in doing business with the State of

Mississippi are available in the Procurement Infation for VendorsSection 021-020f the

ITS Procurement Handbook. Topics covered in thisige include:

e More details on ITS RFP advertising procedures;

« Suggestions for marketing to state agencies;

« Procurements of information technology that stggenaies and institutions may make
without prior coordination through ITS;
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e Legal and funding issues when submitting proposaike state; and
« IT purchases by governing authorities using ITSpdures.

Source: 25-53-5 (0)
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Part 212 Chapter 12: Information for Vendors
Rule 212.2: 021-020 Procurement Information for Vedors

The following information is intended for use bynders interested in doing business with the
State of Mississippi Department of Information Tiealogy Services.

Introduction

This information is provided for vendors regardthg Department of Information Technology
Services (ITS) and the process of selling infororagystems equipment, software and related
services to the State of Mississippi. This informaexplains ITS procurement procedures and
addresses questions most frequently asked by vendor

It is the goal of ITS to promote and maximize cofitfma in the purchasing of information
technology hardware, equipment, systems, softveare services for the State within
Mississippi's information systems architecturgidéi have not worked with ITS or sold to the
State of Mississippi before, we welcome you to dolsyou have worked with us in the past, we
thank you for your previous participation and erreg your participation in the future.

ITS Website

ITS maintains an Internet website with informataifrinterest to ITS customers and vendors.
Separate channels for Vendors and Customers hgémiae the information and focus your
search. We invite you to visit our website at tipwvw.its.ms.gov. Use the contact information
available on the website if you have additionalsfie®s or need answers concerning a specific
situation or project.

Who is ITS?

The Mississippi Department of Information Techngl@&grvices (ITS) is a state agency
established by law to oversee the State’s acquiséind use of information technology. ITS
coordinates the procurement of information techgplimr Mississippi agencies, universities,
and, optionally, governing authorities such as camity/junior colleges, local governments, and
K-12 schools and school districts. The procurenoémformation technology hardware,
equipment, systems, software, and services fataté agencies and institutions of higher
learning is under the jurisdiction of ITS.

ITS is governed by a five-member Board. The ITSrBgdays a strong role in the procurement
process. All procurements are made in compliante 26-53 of the Mississippi Code and
policies set by the Board. Procurements in excegedirector Approval threshold, as defined
in Section 018-030must be approved by the Board. The Board hagdd to the Executive
Director of ITS the discretion of approving proaments under these thresholds.

For many acquisitions it is necessary for stateneigs and institutions of higher learning to
acquire ITS approval prior to procurement of infatran technology hardware, equipment,
systems, software, and services. Responsibilitgdone acquisitions has been delegated to the
agencies and institutions under the exemption, ge¢len of Approval or Planned Purchases
Procedures. Explanation of which procurements reduiS' prior approval and which may be
handled by the agency/institution without ITS' ppproval is detailed later in this document.
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The acquisition of information technology by Misspi agencies and institutions of higher

learning are governed by the following laws:

« Computer/Data Processing (DP) procurements: Se2beb3-1, et seq. of the Mississippi
Code.

« Telecommunications (TC) Procurements: Section 284ER et seq. of the Mississippi Code.

Both types of procurements are governed by the gminges and procedures.

Department of Finance & Administration Office of Purchasing, Travel, and Fleet

Management

There are two different Mississippi agencies inedlin the statewide purchasing function. ITS

coordinates information technology purchases. Rasidlg of items not related to information

technology equipment, software and services isdinated per Section 31-7 of the Mississippi

Code through the Department of Finance and Adnatisn (DFA)Office of Purchasing,

Travel, and Fleet ManagemeRurchasing of computer supplies falls within D&ersight.

Groups to Whom ITS Procurement Procedures Apply

ITS Procurement procedures apply to the followingugs:

« State Agencies

e State Institutions of Higher Learning (Universsiie

« Governing Authorities (such as county boards giesuisors, State Community/Junior
Colleges, school districts or municipalities.)

State agencies and institutions of higher learaiggrequired to follow ITS procedures in

information technology procurements. Governinghuities (such as county boards of

supervisors, community and junior colleges, scluigtticts, or cities) are not requirgaluse ITS

procurement procedures, but are allowed to usaindiS procedures if they choose to do so.

Governing Authority procurement procedures are milesd later in this document.

How ITS Publicizes Upcoming Acquisitions

ITS postscurrent solicitations for RFRen the ITS website. ITS does not maintain a hidde
listhttp://www.its.state.ms.us/rfps/rfps.hind Vendors do not have to pre-qualify to respond
ITS Requests for Proposals. Requests for Prop(RE&Rs) for upcoming acquisitions are also
advertised inThe Clarion-Ledgenewspaper, and ITS maintains a bulletin boarcuafent
technology solicitations near the reception are#he first floor or ITS administrative offices,
3771 Eastwood Drive, Jackson, MS 39211.

Watch for ITS advertisements in the newspaper ecklthe Internet listing. Newspaper ads and
new listings on the website typically appear onsSdags. You may respond to any ITS RFP for
which your company has the requisite expertisieyod would like to submit a proposal to any
RFP and are unable to download the RFP from tlerat, you may contact ITS for a copy of
the document. We will mail you a copy of the reqaddRFP or you may pick up a copy from
the ITS offices at the following address:

Department of Information Technology Services

3771 Eastwood Drive

Jackson, MS 39211

(601)432-8000 (switchboard) or (601) 432-8166) ¢Brement Help Desk)
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Charges for Requests for Proposals
The vast majority of RFPs issued by ITS are avil&lr download from the Internet in Adobe
and Word format at no cost.

ITS charges for printed copies of RFPs. 8é&Public Records Procedurfes the current cost

of a printed RFP. The vendor is required to delosge of the following forms of payment

before the vendor is given a copy of the RFP.

1. Corporate check

2. Personal check (only if the individual is knoamd has an ongoing business relationship with
ITS)

3. Certified check

4. Money order

No cash will be accepted.

Overview of Procurement Procedures Used by ITS

To ensure full compliance with legal requiremeht§ handles procurements in the following
ways:

1. Individual Requests for Proposals (RFPs)

2. Special RFPs

3. General RFPs

4. Express Products Lists (EPLS)

Individual RFPs

ITS uses the RFP process for the procurement afddjar, complex, and/or unique
acquisitions, typically for a single acquisition &yingle agency or institution. The ITS staff and
the requesting agency or institution develop an B&filing the specific equipment, system,
software and/or service requirements. Solicitatimngroposals are published as detailed above.
Any vendor may obtain a Word or PDF copy of the Rféifh the Internet or request a copy of
the RFP as specified above.

Vendors should carefully review the RFP projeciesithe for key dates. ITS and the procuring
agencyl/institution may host a vendor’s conferenith attendance specified as either optional or
mandatory. The RFP schedule will show the datetiamel of the vendor's conference, as well as
the deadline for submission of written questionsoeoning the RFP. While vendors may
receive verbal input from the State project teaminguthe vendor's conference or from the
designated State Contact Person for the RFP, vestiould be aware that only questions
answered officially by the State in writing and fgabkto the ITS website at the RFP link are
binding. Vendors should check the RFP link redulfor official addenda to the RFP, including
posted questions and answers.

If a vendor elects to submit a proposal for consitien, the proposal must be submitted to ITS

in accordance with all requirements outlined inR#&P by the date and time specifidiih Late
Proposals Will Be Accepted.
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At the date and time the proposals are due, IT8pegs, and performs a preliminary

validation of proposals received. Vendors are waledo be present at the ITS offices at the date
and time the proposals are due to observe thiepsod he scoring criteria to be used to evaluate
the proposals are available to proposing vendaifsegproposal opening and are posted to the
ITS website immediately following the opening.

ITS typically assists the procuring agency/instintin the evaluation of the proposals received.
This evaluation process may require from a few sdaimultiple weeks, depending on the
complexity and scope of the RFP and the numbesemadof the proposals received. During the
evaluation process, ITS may request clarificatimineendor proposal information. Because time
is always of the essence in the procurement protESsequests that you provide prompt
responses and accurate answers to all clarificagiquests. The ITS staff can satisfy our clients’
needs most effectively with vendors who, in additio providing good pricing, provide us with
timely and accurate responses during the evaluatiocess.

Special RFPs

ITS issues RFPs to establish a special propogaioposals for use by a single or group of
agencies/institutions. The terms and intended wssiuses of special RFPs are spelled out in
the specifications. Sd&rocurement Instruments: Special RFétsadditional information.

General RFPs

ITS uses General RFPs for routine acquisitions bitiple agencies of items such as
microcomputer equipment and software, printerslimgptelephone equipment,
mainframe/midrange components, small UNIX/Inteseters, and IT consulting services. To
avoid the time and expense involved in solicitindividual proposals for each such acquisition,
ITS advertises periodically to receive proposalshmse high-volume categories of information
technology.

Proposals received in response to a General RFRisadkfor a specified period of time (usually
one year). There is no sole winning vendor. ITSdeés each response but does not perform a
preliminary selection from the proposals submitt¥dhen a need arises during the year for
equipment, software, or services in a General REe€gory, all vendors proposing the products

or services that meet the requestor’s unique progeiirements are sent a Letter of
Configuration (LOC) by ITS. The LOC describes &xact needs of the customer and requests a
proposal with pricing.

ISS staff issues LOCs to vendors with valid GenBi@P proposals who meet the qualifications
for the specific project. For vendors meetingchteria for a given project, the LOC is emailed
to the vendor contacts listed in the General REBaese. In addition, vendors with valid
General RFP proposals are given an unpublished tdRheck for all LOCs. Valid General
RFP vendors may respond to any LOC, even if théyndt receive the LOC in the emall
distribution.

Unlike RFP responses, which require delivery ofeskehard-copy proposals, LOC response
may typically be submitted in hard-copy or by favemail. Vendors should follow the Delivery
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Instructions in the individual LOC. All submittguioposals are evaluated and the lowest and
best solution selected.

General RFPs are for use by the ITS staff on betidlfe procuring agency or institution.
General RFPs are NOT for use by agencies, ingtitstand governing authorities without ITS
involvement.

Vendors may submit or update General RFP respdhsmsghout the year as detailed in the
specifications. Details of RFP procedures areainat in the specifications provided to the
vendor.

For a current list of categories of General RFEs,tkeMulti-Use RFP Index.General RFP
categories will be added and dropped as the dendraitge.

The ITS staff cannot overemphasize to the vendoirtiportance of the General RFP process
and the importance of vendors' submitting and raaiitig accurate and complete General RFP
responses. Complete and accurate proposals pringdé&S staff with information about your
products and/or services to determine whether déineya fit for a particular project. Your
response to the General RFP is one of your bedtatiag tools for technology in state
government.

Express Products Lists

ITS has established tliexpress Products Lis{EPLS) to offer agencies and institutions an
expedited procurement procedure for routine actijoins of certain popular configurations of
microcomputers, servers and LAN components, psnfeagers, cellular telephone equipment,
and software. ITS does an evaluation of EPL prdsagaon receipt to select and publish the
lowest and best offerings for each EPL in complawith the law. EPLs may be used by state
agencies, universities, and governing authoritighe state to make purchases up to the
specified dollar limits without ITS involvement.

Details regarding the EPLs may be found in the ifipations for the RFPs soliciting Express
Products Lists proposals and in the published EBleeProcurement Instruments: Express
Products Listdor additional information.

SAAS Information

To receive payment from state agencies, Vendors bauset up in the Mississippi Statewide
Automated Accounting System (SAAS). Each ITS RFil require the vendor to supply their
SAAS vendor code or to submit a signed InternaldRere Service W-9 Form for initial set-up in
SAAS if the vendor has not previously done busivesis the State.

Marketing Activities to the State of Mississippi

Vendors are welcome to market products to the siggacies and institutions providing the
marketing efforts are conducted in an open and@&tihmanner and are coordinated with ITS. In
fact, ITS recognizes that the vendor is the bastcgoof information regarding his product and
appreciates the vendor's willingness and cooperatiavorking with ITS and the agencies and
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institutions to publicize how the capabilities bése products can enhance the State's
information technology needs.

Vendors can most successfully market to the Statenderstanding and working within
Mississippi's information technology planning, batigg, and procurement framework. The
points below outline this framework.

1. Marketing to the State from the "Enterprise Pecsive" within the State's strategic direction
for information technology:

In support of state agencies and institutions mftion technology infrastructure, ITS takes an
enterprise perspective regarding the State's irdoom systems. A procurement of information
systems technology should be made from the viewpdithe State as a whole. This enterprise
perspective is essential for ITS and the agencidsrestitutions we serve to carry out the
mission and the intent of the law effectively.

If you find where your product corresponds with 8tate's information technology strategic
direction, and the agency or institution’s needsl market from that angle, you should be more
successful in marketing to the State.

2. Procurement is at least a two-year process whiftbont-ended by the planning and budgeting
functions.

The client agency begins the procurement procdsastt two years prior to the actual issuance
of a purchase order to the vendor when the ageengiaps its information technology plan. For
instance, an agency must plan in January-April Z004urchases to be procured NO SOONER
than July 2005. The agency must then budget fopldr@ned acquisition in the August 2004
time frame and the Legislature must appropriatduhds during the legislative session in the
January-April 2005 time frame. The resulting aciais takes place between July 2005 and
June 2006.

You, the vendor, will be most successful if youibegpur marketing effort with ITS and the
agencyl/institution during the planning process.

Procurements Which Require ITS Approval Prior to Acquisition

ITS is the purchasing and contracting agent foa@djuisitions of information technology
equipment, software, and services that fall withie scope of ITS authority. Contracts without
the signature of the Executive Director of ITS ao¢ valid except those delegated to the
agencyl/institution.

ITS approval before the purchase in the form oPalCApproval Document is required for
acquisitions of information technology equipmenfffware, and services by state
agencies/institutions unless the purchase is hdndider the Exemption, Delegation of
Approval, or Planned Purchases Procedures desdrdded.

Exemptions Procedure

ITS may delegate individual procurement projectthagency/institution under the ITS
Exemption Procedure. State agencies and institidhigher learning may request to make
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specific procurements of information systems tetbgowithout further ITS involvement. ITS'
exemption of the procurement gives the agencytuigin the responsibility and accountability
of making the procurement, including competitivegwsal solicitation and contracting, in good
faith compliance with the ITS laws. SBeocurement Types: Exemptiofts additional
information.

Delegation of Approval

ITS also has delegated certain routine informatimmnology acquisitions to the
agencies/institutions. Purchases may be made timefgg procedures without prior ITS approval.
See Procurement Limits Policies, Section 015 ofRtftezurement Handbook, for specific
delegation dollar amounts and categories.

Planned Purchases Procedure

As the coordinator of the long range planning gfédrinformation technology in the State, the
ITS Strategic Services Division works with agenaesing the planning process to determine
procurements that could be most appropriately aedudrom the EPLs. Under the Planned
Purchases Procedure, a participating agency is gatghorization up to a specified dollar
amount to make the identified procurements fromBRé&s without further ITS involvement.
SeeProcurement Request Types: Planned PurcHaseaslditional information.

Necessary Components of a Legal Acquisition

Procurements of information technology equipmeuitygare and services involve at minimum
the agency/institution for whom the purchase isigp@nade, ITS, and the vendor. It is important
that the vendor understand its role, that of I8l #inat of the agencyl/institution.

The following components are necessary for a Isgld to a state agency or institution of higher
learning:

1.ITS Approval.

ITS CP-1 Approval Documents must be issued to gamey/institution for any information
technology acquisition unless the procurement leas Imade under the Exemption, Delegation
of Approval, or Planned Purchases Procedure. Aardrdm an agency/institution that was not
made in accordance with ITS procedures DOES NO'§tdate a valid purchase order. ITS
strongly recommends that the vendor verify thatapency/institution has followed a legal ITS
procurement procedure for any order from a stadém@gor institution. Typically, the purchase
order should reference an ITS CP-1 Acquisition Appt reference number, should be from a
valid Express Products List, or should be belowdibst thresholds requiring ITS oversight. See
Section
O01http://www.its.state.ms.us/its/procman.nsf/Mastegiibd-rameset?OpenFrameSet&Frame=N
otesView&Src=_f5tkn8spfelp6uordc5n2srijconk4u956Ruakclimusjpahimgs3cc5g6afgfelims
k31ctiicgblehnkcsj1dlim80 of this handbook for details on delegated autiidait state

agencies and institutions.

Vendors with questions or concerns regarding sjpgaibjects may contact the ITS Procurement
Help Desk at (601) 432-8166.

2. Contracts.

The Executive Director of ITS is, by state stattie, purchasing and contracting agent for
information technology hardware, equipment, systesaiware, and services made by agencies

178



and institutions of higher learning in the Statdvb$sissippi. All contracts (other than those
related to procurements delegated to agenciesnatitutions as described above) MUST be
signed by the Executive Director of ITS to be I&ghinding. Successful vendors must agree to
basic contractual terms and conditions requirethbyState of Mississippi.

3. Funding Verification and Agency/Institution Purchase Order.

The agencyl/institution is responsible for payingdod receiving the products/services
purchased. Funding and payment issues are notwitli control. ITS CP-1 approval and
execution of the contract do NOT constitute a Giedtion that funding is available for the
acquisition. The agency/institution is ultimatedgponsible for verifying availability of funding
and issuing a purchase order to the vendor to atmfihie order. Vendor is responsible for all
risks involved in illegal sales to the State and/ina required to take back without payment
items illegally sold to the State. When in doulat] €TS for clarification.

NOTE: Billing must be directed to the purchasingmay/institution as specified on the purchase
order. Do not send agency/institution billing t&lTlinless explicitly directed on the purchase
order to do so.

Purchases by Governing Authorities

Acquisitions of information technology hardwareugument, systems, software, and services
made by governing authorities DO NOT require IT8rapal. Governing authorities are not
required to get ITS approval or to have a CP-I@p document for making information
technology purchases. Governing authorities ateaguired to use the ITS Express Products
Lists (EPLs) to make information technology pur@sakut can do so if they choose as a
mechanism for meeting the requirements of publrcipasing laws. The Public Purchasing Law
defines governing authorities in section 31-7-1(Bermission is granted within the Public
Purchasing Law for governing authorities to use' @r8posals, by exempting from bid
requirements those items covered by purchase agrésrarranged by ITS (Section 31-7-
13(m)(xi)).

Reference Information Regarding State Purchasing Las

The data processing procurement laws are contamn®dction 25-53-1 et seq of the Mississippi
Code of 1972. The telecommunications procurenaams lare contained in Section 25-53-101
through 25-53-125 of the Mississippi Code of 191M2e Public Purchasing Law is contained in
Section 31-7-1 et seq of the Mississippi Code.

Section 25-53-25 of the Mississippi code excluthesfollowing acquisitions from ITS
jurisdiction: "...Acquisitions of computer equipmend services by institutions of higher
learning or junior colleges wholly with federal filmand not with state general funds...."

Section 25-53-25 of the Mississippi code gives ti&authority to delegate purchasing
responsibility and is the basis for the ExemptiDalegation of Approval, and Planned Purchases
Procedures.

Source: 25-53-1, et seq; 31-7-1
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Part 212 Chapter 12: Information for Vendors

Rule 212. 3: 021-030 Suggestions for RespondinglTs RFPs

Read and follow all instructions in the RFP. Thepgmsal becomes part of the contract with
the awarded vendor and a non-responsive propofdieviemoved from further
consideration.

Work from the Word version of the RFP, insertingedt, clear answers below each item in
the Technical Requirements section, as instructétdm 1 of that section, with a clear
delineation (through color/font/vertical bars i thnargins, e.g.) to show vendor's response
versus original RFP text.

If you take exception to an item, it's best to dieautline an alternative, what you CAN do
or offer, because the option might be acceptablkedtate or at least allow the state to
identify the level of risk.

Tab the response and insert a table of contentsyis where the signed cover sheet,
proposal bond, exception summary, response to iahspecifications, cost proposal,
response to exhibits, etc. are found.

Don't include "brochure" type language -- vendamrmstimes make the mistake of marketing
themselves rather than just responding to the reopgnts directly.

Another issue for some proposals is providing thktievel of information in response to
technical requirements--enough information versatsenough or too much. For most items,
the evaluators want to see HOW the vendor will nileetrequirement, not just "will

comply.” But too much information, especially whedoesn't directly respond to the
requirement, is also negative, because the anssteitasgt in all the excess verbiage.

When the RFP requires an Experience Informatione€eRence Workbook, follow all

instructions carefully in completing the Excel sgtsheet. Experience must be quantified in
MONTHS. Do not submit candidates without the reggiiamount of experience in each
area--they cannot be considered.

Source: 25-53-5 (0)
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Part 212 Chapter 12: Information for Vendors
Rule 212.4: 021-040 Post-Procurement Reviews

A Post-Procurement Review is a business meetindumiad by ITS at a vendor’s request after
an Award of Contract for a Request for ProposalRRét Letter of Configuration (LOC). Post-
Procurement Reviews are attended by the ITS stamipers responsible for the given
procurement, ITS management staff responsible Herpgrocurement process, members of the
vendor’s staff involved in the proposal processl, aptionally, staff members from the customer
agency on whose behalf ITS conducted the procurem&rPost-Procurement Review is a non-
confrontational business meeting in which partigshange information on the procurement
process, the results, and any concerns. No vemearation is necessary, other than general
familiarity with the procurement process that walioived and the contents of that vendor's
proposal.

A Post-Procurement Review is available to any vendw responded to a Request for Proposal
(RFP) or Letter of Configuration (LOC), regardlegsvhether they were awarded the resulting
contract. Vendors are encouraged to request Rost#ement Reviews to both receive
information on the scoring of their proposals amd provide ITS with feedback on the
procurement process. ITS actively solicits fee#lfaom the vendor regarding any wording in
procurement documents or any procurement procedla¢svere unclear, difficult to follow, or
unduly complicated the procurement process. Wethisanformation as input to improve the
procurement process. The purpose of the Post-Riment Review is to strengthen the business
relationships and communications between propogemglors and the State, to provide ITS with
information to facilitate improvements to the proement process, and to provide vendors with
specific information that allows them to have itdignto the procurement and proposal
evaluation process and to compete most effectivélye Post-Procurement Review should also
provide a vendor the information needed to deteemvhether that vendor is aggrieved relative
to the specific procurement. For a Post-ProcurérReniew conducted after the protest period
for a given procurement has passed, the full olwedf all discussion and information exchange
is to assist all parties in identifying ways to mope the procurement products and processes and
to help the State increase competition.

Post-Procurement Reviews should be requestedimelytmanner, typically no later than five
working days after the Award of Contract. Requéstsa Post-Procurement Review should be
made to the ITS staff member who was the contadh®procurement process or to the Director
of the Division of Information Systems ServicesS)S Requests may be made orally or in
writing. Post-Procurement Reviews can be conduetethe ITS administrative office, 3771
Eastwood Drive, Jackson, Mississippi 39211, orlwarconducted via telephone conference call,
at the vendor's option. Post-Procurement Reviesvmally last between thirty minutes and an
hour.

Any information in a proposal that was deemed perti to the defined evaluation criteria may
be summarized for the proposal scoring and includetie project file and/or in a written ITS
Board write-up to document the evaluation resultkis summary-level information includes (a)
total points awarded to each vendor’'s proposalaichemajor scoring categofg.g. technical
merit, company resources, value-add, referenceas); ¢b) the total lifecycle cosiomputed from
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each vendor’s cost proposal; and (c) the overaling of all proposals. This information is part
of the public record and may be reproduced oridigied by ITS without prior notification to
proposing vendors. The summary-level cost andirsgomformation described above is
provided at the time of the meeting to vendors estjng a Post-Procurement Review for a given
procurement.

ITS requests that vendors understand and confornthéo following guidelines for Post-

Procurement Reviews:

l. ITS will provide detailednformation on the evaluation and scoring of theposal
submitted by the participant requesting the revae summary-levedvaluation, scoring,
and cost information on all other proposals. Rdeaste that, while scores for other proposals
are public record, the details of any other propoaanot be revealed without third-party
notification; therefore, any specific discussiorsobring or proposal content will be confined
to the requesting vendor’s proposal. To ensursistency and to enable the state to
maintain a record of the information we provide @mngdublic records, ITS follows a
published public records policy for the releasalbinformation other than what can be
disclosed in a Post-Procurement Review. A Postirement Review can be conducted
prior to or in parallel with fulfillment of publicecords requests. S8ection 019-010 ITS
Public Records Procedurées additional information.

Il. As Post-Procurement Reviews are business meetifgsyill not have legal staff
present. Should a vendor choose to have an aytpnesent, the vendor must immediately
identify that individual as an attorney, whetheg #itorney is participating via telephone or
is present at an in-house meeting. ITS will steprheeting until a representative of the
Mississippi Attorney General's Office can be ireattance.

ITS strongly encourages vendors to schedule PasttRFment Reviews when they have any
guestions following contract award. As describedva, the meetings can be conducted face-to-
face in the ITS offices or via conference call,ading to the vendor’s preference. We believe
these meetings are extremely valuable opporturfiiiethe vendor and the State to exchange
information. Among other benefits to vendors, Bust-Procurement Review provides the only
mechanism outside the Public Records Procedumedéaiving information on the specifics of

the evaluation process, including a complimentagyoof the ITS Board written

recommendation or similar written information fopjects that were not presented to the ITS
Board.

ITS has found that these meetings usually cleamnypconcerns regarding the process and

evaluation. If the vendor is not satisfied on thesatters during the Review, the vendor then has
adequate information to determine if a protestasranted. Note that the ITS Protest Precedure
and Policy requires the a vendor may not file dgstoof an Award of Contract without first
participating in a Post-Procurement Review with BEST.

Source: 25-53-5 (0)

182



Part 213 Chapter 13: State Holidays
Rule 213.1: 023 State Holidays

Link for Official State Holidays in MississippiSecretary of State: State Holidays

State Offices are typically closed for:

* New Year's Day

« National Memorial Day

« Independence Day

« Labor Day

« Thanksgiving Day and the following Friday
« Christmas Day and the day before or after.

ITS offices are usually open, with a reduced staffyn the following holidays:
« Martin Luther King's and Robert E. Lee's Birthdays

« George Washington's Birthday

« Confederate Memorial Day

* Veteran's Day

Source: 3-3-7
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